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Create handsome, new offices 


with low cost, 


color-styled GF steel partitions 


Keeping pace with new office space requirements is no longer 




















a major undertaking when you use GF partitions. 


The ease and speed of erecting GF partitions eliminates inter- 
ruption of work ...days of “camping out” that are unavoid- 
able with the construction and painting of permanent walls. 


And GF partitions are a sound investment for the future. 
Free-standing, they can be easily moved and rearranged 
without damaging floors and ceilings or altering your heat- 
ing and ventilating systems. 

Take your choice of soft-toned Pebble Beige, Balboa Green 
or 160 Gray finish; twelve stock panel widths; four stock 
heights with clear or opaque glass, steel or acoustical inserts. 
Visit your local GF showroom to learn how reasonably you 
can install GF steel partitions in your offices. The General 
Fireproofing Company, Dept. M-69, Youngstown 1, Ohio. 













































































GF metal business furniture 
is a GOOD investment 
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GENERAL MODE-MAKER, GENERALAIRE, 1600 LINE DESKS ® GOODFORM 


FIREPROOFI fe ALUMINUM CHAIRS ee SUPER-FILER MECHANIZED FILING 


EQUIPMENT ® SHELVING ® PARTITIONS 


Foremost in Metal Business Furniture 
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A NOTE Let Those Heavenly Carpets by Lees go to work for your 


company's future! Here are 12 ways Lees Carpets do a fine job 
CFE [FES around-the-clock for any business: They provide quiet, safety, 
comfort, hospitality, beauty, warmth, better visitor reaction, ease 
and lower cost of maintenance, merchandise protection, better 
CARPETS work environment, employee loyalty. Be wise— put these 
down-to-earth plusses to work in your profit picture now. 


Learn how Lees can work with you on the 
purchase of carpet at all price levels. Write 


TODAY 





CARPETS 
MAAAALA COMMERCIAL CARPET DIVISION - JAMES LEES & SONS CO. + BRIDGEPORT, PENNA. 
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IN THE LAND OF BiG OpporTUNITY 


Nature blessed the B&O area with rivers and lakes and an ocean! 
B&O has the WATER...and the data you need... Let a 


B&O man help you plan! 
PHONE OR WRITE: 


T. G. GORDON, Industrial Agent _G. E. FERENCE, Ind. Development Agf. A. C. TODD, Industrial Agent 
BALTIMORE 1—LExington 9-0400 NEW YORK 4—Digby 4-1600 CINCINNAT! 2—DUnbar 1-2900 


FIELDING H. LEWIS, Industrial Agent W. E. OLIVER, Industrial Agent 
PITTSBURGH 22—COurt 1-6220 CHICAGO 7—WAbash 2-2211 


BALTIMORE & OHIO RAILROAD 


CONSTANTLY DOING THINGS—BETTER ! 
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MOVING TIP FOR BUSY EXECUTIVES: 


Mayflower Master Movers Bring 





Peace of Mind to Transferring Families 


Any job can be done better, quicker, more efficiently by men who are 
carefully trained. That’s the way it is with long-distance moving, too. 
And that’s why Mayflower Service is easier for your personnel trans- 
fers and safer for their furniture. Mayflower movers are “Masters of 
Moving,” graduates of the world’s first and finest Movers’ School. There 
they are taught by experts, and learn-by-doing the safest methods of 
handling furniture and breakables . . . everything it takes to assure 
delivery in the same condition the goods were received! This kind of 
service lets key men of yours concentrate on their work in their new 
location, undistracted by moving problems. So call Mayflower next time! 
You'll get trained, careful men using the finest materials and equipment. 


AERO MAYFLOWER TRANSIT COMPANY, INC. - INDIANAPOLIS 


AERO 


flowers: 


NATION-WIDE 
FURNITURE MOVERS 
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your company is judged 


by the office you keep! 
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Across America, Cole Steel Equipment has been chosen to convey 


; the character of famous corporations, important small businesses 
and thousands of distinguished professional offices. Through fane 
dds 


ra 


tional design, Cole Steel furniture increases efficiency and 
dignity to your office. Dollar for dollar the greatest/value in 


‘ 


Send for our latest catalog steel furniture. Create a “new look” for your office (with Cole. 


Cole Steel Equipment Co., Inc. - 415 Madison Ave., New York 17, N.Y. - Canada: 329 Dufferin St. Toronto, Ont. (@ cOLE -STEEL >) 
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Lockheed 











Launches the Jet-age in 


GEORGIA... 


Where Life is Fun to Live ! 


Lockheed teams with the State of Georgia in inviting you to join 
over 18,000 people who are happily making the most of work and 
fun in a State that’s well geared to both. These people pour into 
the vast production acreage of the Lockheed aircraft plant at Mari- 
etta from 40 Georgia counties, and in 1956, poured back into their 
communities over a $100 million payroll. 

Now expanding in many phases of operations, Lockheed’s seven 
year old plant ranks with the first six aircraft factories in the country 
and produces the famed C-130 Hercules propjet transports and 
B-47 six-jet bombers for the U. S. Air Force. The attractions for an 
industry of this size and import are many: mild climate, ample 
water, suitable terrain, gas and electricity economical, and construc- 
tion costs 11% below the national average. The attractions for the 
people who work and live here are equally as favorable: spirited 
community activities, pleasant residential areas, well organized 
schools and churches, lakes and mountains with superb fun facilities. 

Yes, it’s great to live and work in Georgia . . . for pleasure and 
for profit. Why not call, wire or mail the coupon for more detailed 
information on industrial locations suitable to your operation. All 
inquiries handled in strictest confidence, of course. 
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LETTERS TO THE EDITOR 


Profit sharing problems 


Sir: In the June edition of MANAGE- 
MENT MEtTHops, there is an article on 
“How to earn more profit by sharing 
it” which suggests that a profit sharing 
plan should be submitted for approval 
to the Internal Revenue Division. Be- 
cause of the possibility that these 
plans may increase the employee’s 
regular rate of pay for overtime re- 
quirements under the Fair Labor 
Standards Act, it is advisable that the 
plans also be discussed with the 
Wage-Hour Public Contracts Division 
of the Department of Labor. 


JOHN A. HUGHES 

REGIONAL ATTORNEY 

U.S. DEPARTMENT OF LABOR 
NEW YORK 


Sir: I read with a great deal of inter- 
est your article in the June 1957 issue 
concerning profit sharing funds and 
their recent growth. 

However, if you will refer to the 
chart you show on pages 50 and 51 
illustrating comparative features of 
actuarial pension and deferred profit 
sharing plans, I believe investigation 
will show that how funds are supplied 
for deferred profit sharing plan re- 
flects a slight error based on a recent 
change. 

Recent consultations with the In- 
ternal Revenue Service and compe- 
tent tax authorities have brought to 
the attention of the undersigned the 
fact that it is no longer necessary for 
a company to pay into a trust a prede- 
termined percentage of profits. Based 
on a recent decision involving the 
Lincoln Electric Co., management can 
pay into a profit sharing trust any 
amount each year as long as it does 
not exceed 15% of the participating 


payroll. 
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KEEP YOUR EYE 
ON THE FUTURE 





Specity the NEW GUTH FUTURLITER 
it pula you tight years ‘ahead! 


Back in a new functional dress, Guth Futurliter breaks through 
the time barrier of illumination planning. You meet today's 
lighting requirements and anticipate tomorrow's needs, 
with Futurliter’s ‘flexible footcandle package." 





Install two rows now... add a third lamp later, 
in the same fixture. Still later, you can 

add more Futurliters between units installed 
now ...or complete third and fourth rows! 


Whatever footcandle flexibility you want—Futurliter delivers. 


IMPROVED LOUVERING AND DIFFUSING MEDIA AVAILABLE 
... with famous GrateLite Louver Diffuser*, cross baffles, 
glass bottoms, and others. 


Choice of 4’ and 8’ lengths available for 100% downlighting, or combination up-and- 
down lighting, for pendant or close-ceiling mountings. Write for complete data. 










TRUSTED NAME IN LIGHTING SINCE 1902 


THE EDWIN F. COMPANY - ST. LOUIS 3, MO. 


*U. S. Pat. No. 2,745,001 Can. Pat. 1957, No. 538,245 
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“i'm tempted... 
to get a postage meter?’ 


Am I burning! The boss gives me a 
last-minute rush mail to get out, the 
office stamp box runs dry . . . and 
I’m stuck at the stamp window at 
5:15—with a 5:30 date! Tomorrow 
we get a postage meter and cut 
down these treks to the postoffice! 


Now even the smallest branch 
office can have a postage meter and all 
the convenience of metered mail... 
with the litthe DM, a desk model, that 
gets rid of lick-and-stick mailing, 
saves time and postage and provides 
postage control. One user in three 
spends an average of less than $1 a 
day in postage! 

And anyone can use a DM. Just 
insert the envelope, dial any amount 
of postage needed, press the lever, 
and the postage is printed. With a 
dated postmark that helps speed your 







PITNEY-BOWES 


Name____ 


Offices in 103 cities 
in the U.S. and Canada 


Pitney-BoweEs, Inc. 
4536 Pacific Street 
Stamford, Conn. 


Send free () booklet, 


Address____ 


mail through the postoffice, often 
catching earlier trains and planes. 

It also prints your own small ad, 
if you want one, alongside the meter 
stamp. Provides postage for parcel 
post on special gummed tape. Even 
has a moistener for sealing envelopes! 

The meter is set by your postoflice 
for as much postage as you want to 
buy. Your postage is safe from loss, 
damage, misuse—and automatically 
accounted for on visible registers. 

There’s a postage meter 








for every office, large or 
small. Ask the nearest PB 
office to show you. Or 

send coupon for free 
illustrated booklet. 
FREE: Handy desk mi 
or wall chartof 9 | 
Postal Rates, po 


with parcel post 
map and zone finder. 


oe! ey 
Ss ~S oF NEY 


our C pate ne 
\ Tat BE 


1) Postal Rate Chart to: 
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receipt of Mr. Overly’s letter, checked 
into the point raised by him to be 
advised that his conclusion is essenti- 
ally correct that it is no longer neces- 
sary for a company to pay into a trust 
a predetermined percentage of profits. 
This was reported by the Commerce 
Clearing House Tax Service on page 
28,079, paragraph 2609.62, which 
states, “A profit sharing plan need not 
provide for re-current payments in 
order to meet the predetermined- 
formula requirements and the per- 
mancy requirements of Reg. Sec. 
rN gees (Reg. 118 paragraph 39.165- 
1)” 

However, his contention that the 
decision in the Lincoln Electric Co. 
case supports this point of view is not 
believed valid, since this was a situa- 
tion in which the employer made an 
initial irrevocable contribution of $1 
million without making provision for 
further payment of profits. 

A copy of Mr. Overly’s letter was 
forwarded to the Council of Profits 
Sharing Industries, the organization 
which supplied the chart published in 
connection with the article in ques- 
tion. It elicited the comment printed 
below. 

EDITOR 


Str: Technically Mr. Overly of Pitts- 
burgh Envelope Company is correct 
in his statement that payments into 
a Deferred Profit Sharing trust do not 
have to be a predetermined percent- 
age of profits. 

Practically, however, the ruling of 
Internal Revenue Service making it 
permissible to be discretionary on this 
point has inherent dangers in applica- 
tion. The Council of Profit Sharing In- 
dustries and many legal authorities 
conversant with this special field warn 
that to take advantage of this ruling 
is to invite trouble from two direc- 
tions: 

1. Any variation from a_predeter- 
mined (and I.R.S. approved) formula 
for contributing to the trust may later 
be adjudged unacceptable by LR.S. 
with considerable embarrassment to 
the company, taxwise. The danger lies 
not so much in the fact of the varia- 
tion as in the reason for it. 

2. The value of profit sharing in 
industrial relations depends largely on 
employee understanding of the rules 
and employ ee confidence in the com- 
pany’s adherence to them. If payments 
are made discretionary instead of by 
predetermined formula, this confidence 
is almost certain to be impaired. 


JOSEPH B. MEIER 
ADMINISTRATIVE VICE PRESIDENT 
COUNCIL OF 

PROFIT SHARING INDUSTRIES 
CHICAGO 
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Eleclorreé 


CHANGES MADNESS TO METHOD... 
DELIVERS DATA INSTANTLY, IN LONGHAND! 


Old methods are rapidly changing in systems 

and procedures. And Electronic Longhand is making 
the change... helping many businessmen to 

“Work Smarter, Not Harder.” 

This TelAutograph* telescriber system delivers 





TelAutograph” telescriber 
systems of Electronic Longhand 
are manufactured by 


TelQuiloquapeh CORPORATION 


Los Angeles 45, Calif. 


data in longhand — instantly, electronically, 

to near or far — with copies for all concerned. 
Brochure tells all about it... how Electronic 
Longhand saves time, improves operations, prevents 


Pioneer in 
ideals ia F 
errors, reduces cost. Send coupon below and Ne RE 
you'll start working smarter by return mail. Since 1888 





L/0d Su! I want to WORK SMARTER, NOT HARDER. Mail literature on (Check Application that concerns you most) 


] Elaclindé Konghand 














[] SALES ORDERS 

(] MAINTENANCE 
NAME ________ nsec > POSITION. es peanG C] AccouNTING 
COMPANY ne ae Se ae [] CENTRAL FILES 

(] QUALITY CONTROL 
STREET ___ Ro Paes Coeeete (] PRODUCTION CONTROL 

([] TRANSPORTATION 
Pe ee er —nintinn U MES Sa a <9 yaa pai ([] MATERIAL CONTROL 





TYPE OF BUSINESS / 2 , ©57 Teluitoqraph CorP. 


TELAUTOGRAPH CORPORATION « 8700 Bellanca Ave., Los Angeles 45, Calif. Dept. BX *Trademark Reg. U.S. Pot. Off. 
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AN IVI MO survey oF COMPANY PRACTICE 


What firms think about business 


Executives’ atti- 
tudes toward business entertaining 
often depend on who picks up the 
check. 

For example, in a new MaAn- 
AGEMENT METHODS survey, more 
than half of the managers who 
responded said they are not con- 





Most executives feel that business entertaining is a sound 
practice so long as it isn’t overdone. But company policy 
varies widely, and is probably determined largely by the 
personal attitude of the top man. 


WHAT THEY SAID 


6. Do you charge your company for business enter- 
taining you do in your home? 


. Do you feel that companies generally get good 
value from business entertaining? 


yes 


JERS CORNERS STE ETS 
11.3% 


REE no 
candiiae parE 67 :9°> 
TEC nan cman 

Be S| 20.7% 


. Do you consider entertaining a sound business 
practice? 





10 


yes, entertaining is a sound practice 

65.9% 
no, it’s a substitute for sound business practice 

34.1% 


. Do you enjoy business entertaining? 


yes, | enjoy it 

68.9% 
no, | consider it a chore 

31.1% 


. Generally speaking, when you are entertained 


by another company are you favorably in- 
fluenced? 


yes 
SRS es 
no 


. For the business entertaining you do, do you 


usually— 


lose money 


break even 
ae EO SS 65.3% 


come out ahead 





7. What would your firm consider a justifiable 
maximum expense for entertaining an important 
business contact during an evening? 


less than $10 
a 


$10 to $25 
$25 to $50 
$50 to $75 
os” $100 


more than $100 


8. Does your firm do more entertaining than others 
in your field? 
more 
less 


about the same 
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entertaining 


vinced that companies get good 
value from the time and. money 
they invest in business entertain- 
ing. But almost two-thirds of the 
respondents acknowledged _ that 
when another company entertains 
them, their attitude toward that 
company is favorably influenced. 

The survey was conducted 
among a cross-section of business 
firms throughout the country. 

The company officials were 
asked specifically if they consider 
business entertaining a sound bus- 
iness practice. About two-thirds of 
the respondents said they think it 
is; the remaining one-third identi- 
fied it as a substitute for sound 
business practice. The breakdown 
of answers was about the same in 
response to the question as to 
whether executives consider busi- 
ness entertaining an enjoyable job 
or simply a chore that has to be 
undertaken. (See chart on opposite 
page.) 


How much to spend 


As a means of finding out how 
liberal companies are in their en- 
tertainment spending, this ques- 
tion was included in the survey: 

“Assume a key customer or other 
important contact is visiting your 
company and you are to entertain 
him for an evening. What would 
your firm consider a_ justifiable 
maximum expenditure?” 

The answers showed a_ wide 
degree of variance—a variance ap- 
parently unrelated to the com- 
panys size, type of industry or 
location. 

A significant 40% said they 
could justify a maximum expense 
of only $25 or less for this hypo- 
thetical evening of entertainment 
(2% said $10 would be tops). An- 
other 32% said they could go as 
high as $50, 16% said $75 would 
be the justifiable maximum, 8% 
said $100 would be tops, and 4% 
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SURE CURE FOR 








We know if you could see the 
PLASTALLION paperweight we 
designed for Freeport Sulphur you'd 
be compelled to pick it up! This is 
real selling by sight. 


Here is magnetic attraction of bright 
yellow sulphur particles encased in 
clear lucite presented by Freeport to 
200 guests at a meeting of the Amer- 
ican Institute of Mining Engineers. It’s 
the last word in stopping power. 


If you have a product that might be 
encased or embedded, put our visually 
powerful salesmen to work for you on 
the desks of the people who influence 
important purchasing decisions. 





SPALLED 
CONCRETE 


Actual size: 3" x 3" x1" 


Send today for free 30-page 


catalogue packed with ideas 


and case histories of 
PLASTALLION promotions. 


CREATIVE PLASTICS CORP. 
408 North Country Road 
Stony Brook, New York 


Will your new building make the 
impression you want it to make 

. or will it show the cracking 
and spalling which turns up in 
the most perfectly poured con- 
crete surfaces? 

Surco, the oldest latex binder 
on the market, provides a thin 
coating which may be brushed 
or troweled on to permanently 
cover all imperfections in your 
new building...at small expense! 
Send this coupon to get full infor- 
mation for you, your architect 
and your contractor. 


Firm 
Address City 
Architect 
Address City 
Contractor City 

















Send to: 


SURCO 


International 
Corporation 

1330 West Peachtree, N.W. 
Atlanta 9, Georgia 


Jia ieiaailiniaeiiaeene an mee weneate mencenemenn cai 
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PHOTOSTAT - MICROTRONICS 


For Copying and Preserving 
Records of All Kinds 






1 . .. business and industry, 
and government, too, find ever- 
increasing need for quick, accurate, 


inexpensive copies on paper of — 


records and subjects almost without 
end. At the same time, all are becom- 
ing aware of the space-saving and 
security advantages of copying and 
preserving their records on film. 
PHOTOSTAT and MICRO- 
TRONICS equipment, of the very 
highest standard of quality, can best 
fill the needs for both . . . and for all! 
With the manufacture of MICRO- 
TRONICS unequalled line of Micro- 
film Cameras, Enlargers and Film 
Processors, along with the time-hon- 
ored line of PHOTOSTAT Photo- 
graphic Copying Equipment and 


PHOTOSTAT CORPORATION 


On Both Paper and Film 


Youn hay 2 compte phology station 
PHOTOSTAT 


ROCHESTER, NEW YORK 


J 





Accessories, Photostat Corporation 
now Offers the widest range of equip- 
mentavailable ... forsmall, moderate- 
sized and large requirements alike. 

It is splendid equipment . . . prop- 


erly sold . . . faithfully serviced. 
Justifiably it sets the standard for the 
best in photographic copying the 
world over. You should know about 
it before you purchase any photo- 
copying or microfilming equipment. 
We welcome the opportunity of 
talking over your copying problems 
with you without obligation and, if 
you wish, making specific recom- 
mendations for their solution. 


PHOTOSTAT CORPORATION 


P. O. Box 1970-C, Rochester 3, New York 












PHOTOSTAT 
is the 
trademark 
of 

PHOTOSTAT 
CORPORATION 
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said they could justify an expense 
of over $100. 

Most executives said their com- 
panies do an equal amount or less 
entertaining than their competi- 
tors. Only a few (6%) said they 
do more. 

Almost all of the executives who 
responded to the survey said they 
are reimbursed for business enter- 
taining expenses through the actual 
rendering of individual or accumu- 
lated statements of expenses they 
incur. Fixed monthly or annual ex- 
pense allotments for entertainment 
were reported by less than 2%. In 
addition, less than 2% of the re- 
spondents reported getting higher 
than average salaries which were 
designed to cover entertainment 
expenses. 


Most break even 


Probably a number of the exe- 
cutives who said they consider 
entertaining a chore were also in 
the group (28.6%) who said they 
lose money on their expense ac- 
counts. Only 6% would admit to 
coming out ahead on expenses; 
the rest (65.4%) said they break 
even. 

How do executives cover ex- 
penses for entertaining they do in 
their own homes? Thirty-two per 
cent said they charge their com- 
panies for such costs (always or 
sometimes ). Of the remaining 68% 
who don’t charge their companies, 
only about 11% said they cover 
the costs through deductions on 
their personal income tax returns; 
the rest absorb them personally. 

Although only about 6% of the 
companies covered have written 
policies covering business enter- 
taining, the MANAGEMENT METH- 
ops survey makes clear that most 
companies have their own un- 
written rules that are generally 
understood by those charged with 
entertaining. 

The survey also makes clear that 
the majority of executives consider 
business entertaining a sound— 
and enjoyable—practice as long as 
it is kept within reasonable bounds. 
When it gets out of bounds, it can 
backfire. 

Said one company official: “In 
some cases it seems to me that too 
much money is spent and the pur- 
pose of the entertainment is de- 
feated.” m/m 
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Small, compact PAGEMASTER 
transmitter may be _ installed 
quickly and economically any- 
where on your premises, with 
easy access to antenna location. 

















Encoder, of adding machine 
size, is located next to tele- 
phone switchboard. Operator 
can learn to use it accurately 
with only 5 minutes’ practice. 

















Receiver fits easily in shirt or 
coat pocket or in belt. It is tran- 
sistorized for long, trouble-free 
battery life of approximately 
1000 hours. Total weight of unit: 
7 ounces. 





When their coat 
pockets call them... 
they’re only seconds away! 


Where's the chief engineer... the sales manager 
... the plant safety director? 

If you have to reach important members of your 
organization in a hurry, you need PAGEMASTER®— 
the selective radio paging system by Stromberg- 
Carlson. 

Here’s how it works: key people are equipped 
with pocket-size PAGEMASTER receivers. Then, if 
you want to talk to one of them (or if an outside call 
comes in) and he’s away from his desk, the switch- 
board operator puts his private call signal “on the 
air.” She does it on the encoder unit located next to 
the switchboard. 

At once his—and only his—receiver responds 
with a pleasant, persistent “beep” signal. He knows 
he’s wanted, picks up the nearest telephone, and 
reports. Jt takes just a few seconds. You can meas- 
ure the value of such fast contact in efficiency, in 
sales—even in lives. 

You may have a PAGEMASTER system tailored to 
your specific needs, whether yours is a single-build- 
ing or multi-plant operation. Cost of installation is 
very low. For full details and descriptive literature, 
contact the PAGEMASTER distributor in your area. 
He’s listed in your classified telephone directory 
under Calling and Signaling Systems. Or write to: 


SC STROMERE &- CARLSON 
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Authorized 


pagemaster. 


distributors 


Atlanta 3, Georgia 
The Lanier ‘Company, sk 55 Spring Street, N.W. 
Baltimore 18, Maryland 
John A. Morefield Colgea, 3120 St. Paul Street 
Birmingham, Alabama 
The Lanier Company, 2129 7th Avenue South 
Boston 15, Massachusetts 

DeMambro Sound Equipment Company 

1095 Commonwealth Avenue 

Buffalo 10, New York 

Regal Electronics Company, 796 Clinton Street 
Camp Hill, Pennsylvania 

John A. Morefield Company 

Canton 9, Ohio 

George F. Ebel Company, 3017 Cleveland Ave., N.W. 
Charlotte, North Carolina 

Commonwealth Associates, 2934 Commonwealth Ave. 
Chattanooga, Tennessee 

The Lanier Company, 19 Patten Parkway 
Chicago 39, Illinois 

Boom Electric Corporation, 5226 West Grand Avenue 
Cincinnati, Ohio 

Shaffer Music Company, 1200 Watnut Street 
Cleveland, Ohio 

J. J. Skinner Company, 25010 Lakeland Bivd. 
Columbus 8, Ohio 

Shaffer Music Company, 849 N. High Street 
Dallas 31, Texas 

Carter Engineering Company, 6762 Greenville Avenue 
Denver 3, Colorado 

Empire Radio & Television Company, 1100 Broadway 
Detroit 7, Michigan 

C. A. Nutting Company, 6353 East Jefferson 
Houston 6, Texas 

Audio Center, Inc., 1633 Westheimer 
Indianapolis, indiana 

Shaffer Music Company, 1327 N. Capitol Avenue 
Jackson, Mississippi 

The Lanier Company, 130 South President Street 
Jacksonville, Florida 

The Lanier Company, 123 West Beaver Street 
Knoxville, Tennessee 

The Lanier Company, 1800 Grand Avenue 

Los Angeles 17, California 

Guardian Pacific Company, Sixth & Grand 
Memphis, Tennessee 

Bluff City Distributing Company, 234 East Street 
Miami, Florida 

The Lanier Company, 300 N.W. 12th Avenue 
Milwaukee 4, Wisconsin 

United Organ Company, 640 W. Virginia Street 
Minneapolis 3, Minnesota 

Stark Radio Supply Company, 71 South 12th Street 
Nashville, Tennessee 

The Lanier Company, 212 6th Avenue South 
Nassau, New York 

Hudson Associates 

New Orleans 20, Louisiana 

E. Emile Rackle Communications, Inc. 

3855 Airline Highway 

New York 11, New York 

Gross Distributors, Inc., 216 W. 14th Street 
Oklahoma City, Oklahoma 

Two-Way Radio Communications Co., 921 N.W. 4th 
Philadelphia 21, Pennsylvania 

J. H. Sparks, Inc., 1618 North Broad Street 
Portland, Maine 

H. D. Burrage & Company, 92 Exchange Street 
Portland 5, Oregon 

Home Makers Supply Company 

824 Southwest 18th Avenue 

Richmond 6, California 

Watson Communication Systems, Inc. 

10533 San Pablo Avenue 

Salt Lake City 2, Utah 

Standard Supply Company, 225 E. 6th South 

P. 0. Box 1047 

Seattle, Washington 

Home Makers Supply Company, 312 Maritime Bidg. 
Spokane 1, Washington 

Northwest Electronics, Inc., N. 102 Monroe Street 
St. Louis 13, Missouri 

Tesco Telephone Electronic Sound Corporation 
2612 N. Kings Highway 

Tampa, Florida 

The Lanier Company, 4025 Henderson Bivd. 
Turtle Creek, Pennsylvania 

Hahn Radio, 700 Penn Avenue 

Waco, Texas 

Waco Communications Company, 1213 Clay 
Washington 5, D. C. 

Tempo Electronics, Inc., 1341 L Street, N.W. 
EXPORT DISTRIBUTOR: 

Ad. Auriema, Inc., 85 Broad Street 

New York 4, New York 

CANADIAN REPRESENTATIVE: 

Hackbusch Electronics, Ltd., 23 Primrose Avenue 
Toronto, Ontario, Canada 
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Bank building lists comfort 
of COTTON’ among assets 
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*Fairfax Towels used by Oakland Bank of Commerce are 
supplied by Oakland California Towel Co., Oakland, Cal. 






For further proof that comfort is a common denominator, consult the Oak- 
land Bank of Commerce, Oakland, California. In establishing good relations 
with both bank employees and building tenants, the bank has stressed 
“personal comfort” by providing soft cotton towels in all washrooms. Re- 
sults have been highly rewarding, for over thirty years. 

Furthermore, certain tangible benefits go along with good “people rela- 
tions,” when cotton towels are on the job. Washrooms are easier to main- 
tain, more economical to keep clean. Sanitation is better, fire hazard is 
reduced. In the words of the bank’s building manager, “‘safety and good 
will are well established.” 

This is the kind of experience that points up more than one good reason 
why you should give the towel job to cotton in your plant, office building or 
institution. For free booklet on how cotton towel service will help you, write 
Fairfax, Dept. G-8 65 Worth Street, New York 13, N.Y. 


Here’s How Linen Supply Works... 


You buy nothing! Your linen supply dealer furnishes 
everything at low service cost—cabinets, pickup and 
delivery, automatic supply of freshly laundered towels 
and uniforms. Quantities can be increased or de- 
creased on short notice. Just look up LINEN SUPPLY 
or TOWEL SUPPLY in your classified telephone book. 


Clean Cotton Towels... 
Sure Sign of Good Management 
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WELLINGTON SEARS COMPANY, 65 WORTH STREET, NEW YORK 13, .N. Y- = wmncrnnaco 
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too good 


to miss 





Desk-size machines here to stay 


Giant electronic brains 
will never replace sim- 
ple, desk-size calculators 
and figuring machines. 
Competitive coexistence 
will exist between these 
great electronic giants 
and the smaller machines which are 
indispensable to business . 

Conventional business machines and 
their future equivalents will continue 
to have a tremendous market. The 
reason, of course, is the stabilized pic- 
ture of American business, in which 
small and medium-sized enterprises 
far outnumber the companies that can 
profitably use and afford the million- 
dollar electronic computers. 

Significantly, even the largest cor- 
porations cannot do without conven- 
tional equipment. 

A. C. Buehler, President, Victor Add- 
ing Machine Co. 





How well do you listen? 


“Hear out, before you 
attempt to answer,” said 
William Penn in Ameri- 
ca’s early days. And 
(e) @ Within the limits of man’s 
endurance, listening is 
one of the activities the 
ambitious businessman ought to be 
more than willing to adopt. Indeed, if 
he is to make progress, to lead his 
company, to gain a desired promotion 
or even to hang on to his job, he must 
learn to listen with active intelligence. 
Listening may seem to many as 
something to be taken for granted. We 
are told as children, “Listen to me 
when I speak to you!” We reply that 
we are listening, but often we are not 
and our attention is centered else- 
where on something of seemingly more 
immediate importance. As we grew, 
how well did we learn to listen? Have 
we learned that listening is a culti- 
vated skill—that this skill must be 
wooed with patience, self-discipline, 
and a profound interest in others? 
The good listener makes himself a 
focal point for dependable informa- 
tion. Based upon his own experience, 
he challenges what he is told in order 
to arrive at a thoughtful and sure 
analysis. He is, in short, on top of his 
job—a man of responsibility. There is 
great need for such men—many more 
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THE GIANT STEP FORWARD IN BUSINESS DATA PROCESSING 
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How a large 
manufacturer 
will process 
complete 
production 
schedules 
in 1 hour a day! 


This new Electronic Data Processing System solves 
the paperwork problems of large-scale business — 


LARGE MANUFACTURER. The DATAmatic 1000 will 
compute and integrate production schedules and maintain 
inventory records for 100,000-unit weekly output (involv- 
ing 8,000 basic types of devices and 15,000 part numbers) 

. . compute payroll for 14,200 employees . . . perform 
labor distribution accounting for 8,000 production 
workers. Sample performance: Process complete produc- 
tion schedules in less than 1 hour a day! 


HOSPITAL-MEDICAL SERVICE ASSOCIATION. The 
DATAmatic 1000 will maintain up-to-date 1,600,000 
subscriber records, and process transactions such as bill- 
ing, service reports and posting of receipts. Sample per- 
formance: Process an average of 25,000 daily transactions 
in 2 hours! 


LEADING BANK. The DATAmatic 1000 will update 
700,000 stockholder records, 100,000 deposit accounting 
records, 8,500 personal trust records and 65,000 install- 




















ment loan accounts daily. Sample performance: Post an 
average of 4,000 daily changes into 700,000 stockholder 
records in less than 1 hour! 


What sold these businesses on the DATAmatic 1000? Its 
amazing speeds, of course . . . but above all, the fact that 
this is the system designed specifically for business. All 
elements of the DATAmatic 1000 — processing speeds, 
file capacity, reliability, ease of programming — are per- 
fectly combined for handling an almost limitless variety 
of large-scale operations. 


Your organization may well find the DAT Amatic 1000 ideal 

for cutting the costs of office processing work .. . and for pro- 
viding management with accurate, up-to-the-minute reports 
on which to base daily decisions. Courses of instruction and 
programming are now available to help you determine its 
merits. If you are considering any large-scale data process- 
ing program, you will want to investigate the DAT Amatic 
1000. Our applications engineers will be glad to discuss it 
with you in complete detail. 
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FIRST and 
ONLY in 
LUXCO 


“OFFICE 
ENGINEERED” FOR | 


“NO NOISE” | 


SILENT STEEL 






wt ence 
es Steel top is under- 


coated and fully in- 
sulated by i sound 
— compound , 


Typewriter & Business 
Machine Stands 


So Popular? 


v Smooth, Attractive Lines of Modern 
Styling 

V Maximum Strength and Rigidity 

Y Solid, Silent and Clean Top 


¥ Lustrous Enamel Finish to comple- 
ment other Steel Furniture 


Only LUXCO ian 


SATISFY ALL REQUIREMENTS! 


Quality Office Equipment at Popular Prices! 


_ Fs ¢ 


A Complete Line of Stands, Stee! Chairs 
and Stools and a Deluxe Personal File. 


BADGER inc. 





LA CROSSE, WIS. 
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of such men—in America and the world 
today, men who will “hear out” be- 
fore they attempt to answer 
America and the world demands com- 
petent, enlightened, and wholly trust- 
worthy listeners. 

Clients’ Service Bulletin, published by 
The American Appraisal Co. 


Are you ready for expansion? 


For every single business that ex- 
pands there are at least 10 that could, 
but likely never will, because of man- 
agement’s reluctance to accept new 
ideas and embrace the travail of 
change. “When we get to be big, 
we will do a lot, of things differ- 
ently,” is all too often the reply given 
to the management engineer, but no 
business is ready for expansion until 
its house is in order, for then and only 
then is it ready or is it safe. 

When the business is small or young 
the problem of setting the house in 
good order is much simpler and pre- 
vents much loss later on. The road to 
expansion is much smoother and the 
traveling time is a great deal less. 

A business does not have to be big 
to expand, it does not have to be big 
in order to run it properly. Only in 
doing the job right will the day for 
expansion ever come. 

Dr. James R. Keyes, President, James 
R. Keyes Co., Inc., before Wholesale 
Suppliers Credit Managers Association. 


Your company convention: 
resort or hotel? 


According to the American Hotel 
Association, companies are choosing 
the resort area in preference to ho- 
tels in big cities as a more practical 
site for their group meetings and con- 
ventions. 

The most current, available figures 
show that the average daily expendi- 
ture at conventions is approximately 
$30 per day per delegate. The figures 
offered by two resorts most widely 
used by companies in the Midwest 
area show a rate of approximately 
$15 per day per delegate. 

Economy is not the only reason 
more companies are casting a meas- 
ured eye beyond the city limits. 
Management is beginning to discover 
that they can control their groups 
better, can plan a definite recreation 
program and can prevent “big city” 
attractions from keeping the men up 
until the “wee” hours of the morning. 

So if you are [making] plans for 
your annual company convention, it 
would be wise to compare your esti- 
mated costs with a top-notch resort 
whose specialty is to make you forget 
[big city] noise, confusion and bustle. 
Management Pointers, John A. Patton, 
Management Engineers, Inc., April, 
1957. 


Plant City 


FLORIDA 













offers a pleasant 
change in the land of 
sunshine and fun! 
Friendly suburban com- 
munity of 14,500—attrac- 
tive living conditions - 

there’saplant site foryou 
and a BIG WELCOME. 


Plans 


INDUSTRIAL DISTRICT 
offering 2 railroads; airport; 
highways; good water; power; 
with natural gas coming soon. 
Ideal for sub-contractors serv- 
ing the fast growing aircraft, 
other 


and industries 


across Central Florida. 


missile, 


Your inquiry will be handled 
promptly, in confidence. 
write 


PLANT CITY DEVELOPMENT COMMITTEE 
P. 0. Box 1509 Plant City, Fla. 
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Departmental 
Puplicator 







Duplicating 
Department 


whatever your situation 


—a single machine or a battery of duplicators 


whatever the process 


— offset — Azograph®- spirit —mimeograph— photocopy 


— you will find the information about the new A. B. Dick equipment 
on the following pages interesting and important. Why? 
You can save time. For example, in offset duplicating make-ready 
has been minimized to a single setting. In systems duplicating, the 
Azograph process completely eliminates the stain, smear and smudge 
problem. You can save money. For example, there are new low-cost 
mimeographs that guard against waste of supplies. You can now 
produce up to 20,000 copies with one inking. There is more 
convenience. For example, shielding from normal light is not 
required with the A. B. Dick photocopy duplicator. 

Departmental duplicator or duplicating department — whatever 
your situation, check the information on the following pages. 


See following pages for news about the /atest os 
developments in modern duplicating 
woos AUGUST 1957 - 
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First, look at the quality of the copies produced on an A. B. Dick offset 
duplicator, Model 350. Fine lines are clean and clear. Solids are just 
that —solids in black or color. The shapes and shadings in half-tones 
are true to the originals. An impressive product photograph is repro- 
duced as impressive product illustration on copy after copy. And 
there is no time-consuming make-ready. A single setting of the exclu- 
sive Aquamatic control automatically maintains ink-water balance for 
day-after-day production of highest quality copies. Here is the most 


economical way to get top grade reproductions of your literature, 
bulletins, direct mail, forms, catalogs, price lists and other material. 




















spire 
azograph 


Here is the ideal systems process. Azograph master 
preparation is done easily with a ball point pen, type- 
writer, teletypewriter, tabulating machine or other 
office equipment. Additions — deletions— corrections — 
whatever is done—there is no smudge, no smear, no 
stain. Azograph duplicating is clean. Azograph copies 
are a clear, bright blue. Azograph duplicating is easy. 
Azograph duplicating is low in cost. And—when de- 
sired—Azograph duplicators can be used for spirit 
duplicating to produce copies in 5 colors in one opera- 
tion. Hand-operated and power-driven models avail- 
able including system-engineered machines handling 
a wide range of paper and card stock in sizes from 
3”x4” to 1114%"x14”. A. B. Dick Azograph and spirit 
master units can be made-to-order with your forms 
guide-printed or form printed on them. 


AB DICK 


DUPLICATING PRODUCTS 
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NEW PLANT 






. 


nw == 
mimeographs 


New models at new low —repeat low — prices. Hand-operated and 
power-driven models — all with closed cylinders. Completely auto- 
ffset matic ink distribution (no need for brushes) with choice of fluid or 
paste ink cylinder. One inking can produce up to 20,000 copies 









— without manipulation of dials or levers. Fluid ink cylinders for use 
pro- with the new fast-drying inks that eliminate show-through and set- 
And off even on hard finish papers. All-new feeding system handles 
clu- unevenly cut paper and card stocks, ream ends and all. Operating 
» for instructions mounted permanently on the machine. New electronic 
nost stencils let you mimeograph complex illustrations and ruled forms 
ure, —even remarkable facsimiles of half tones. And A. B. Dick mimeo- 
rial. graph products are for use with all makes of suitable stencil dup- 
licating products. 
TYPICAL 

oe P 14 Y 


wl Copies made with the A. B. Dick photocopy duplicator, Model 


112, are jet black on bone white for easy reading, on firm, easily 


yin handled paper. Original can be white or colored stock, transparent 
Opies or opaque, single sheet with subject on one or both sides, bound 
easy. into book or magazine, flexible or stiff. And you don’t lose any part 
= de of the image whether it is red, blue, green or any other color. 
spirit Shielding from normal light not required. 

pera- A. B. Dick aluminum offset plate transfer plate can be made as 
wail- quickly and easily as a single photocopy. This plate can then be 


dling placed on the offset duplicator and up to 2,000 copies made from it. 
This gives you photo-accurate copies without need for film nega- 
tives or expensive and time-consuming copying and proofreading. 


AB DICK 


® 
C DUPLICATING PRODUCTS 
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Which process for you? See next page... 
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for a service 
no other organization 
can provide 


There is no need to argue for one process over another. 

Your A. B. Dick Company distributor will be glad to demonstrate 
the equipment and supplies for all. Since he has all four, he is 

your one source of unbiased information to help you select the 

process or processes that best fit your individual needs. No other 
organization can provide this service. You will find his name listed 
under Duplicating Machines in the classified section of your phone book. 
Or mail coupon below. A. B. Dick Company, 5700 Touhy Avenue, 
Chicago 31, Ill. In Canada—A. B. Dick Company of Canada, Ltd., 
29 Gurney Crescent, Toronto 10, Ontario. 
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A. B. DICK COMPANY | 

5700 Touhy Avenue—Chicago 31, Illinois | 

Send me more information about— j 

[] mimeograph (.) Azograph-spirit { 

D (] offset (] photocopy i 
; CJ all processes | 
NAME POSITION 
COMPANY ; 
| ADDRESS ; 
; CITY STATE 
| | 
ET a ee = 


(Circle number 758 for more information) 


20 MANAGEMENT METHODS 





HODS 


RECENT COURT 








mstits 


By Benjamin Newman 


Tax Attorney, Koenig and Bachner, New York. 


THE QUESTION 


If a partner is guaranteed a salary, must he pay tax on the 
guaranteed amount despite a net partnership loss? 


Tue Facrs— Taxpayer was a 
member of a partnership in which 
he had a one-third interest and in 
which all profits and losses were 
shared equally by the partners. As 
manager, he was guaranteed in 
addition an annual salary. At the 
end of the year, it was determined 
that the partnership had operated 
at a net loss, and accordingly one- 
third of the loss was attributed to 
him. Must taxpayer pay income 
tax on his entire guaranteed salary 
or may he deduct his salary 
from his partnership distributive 
loss? 


THE Rutiwwc— Generally, a partner 
who renders services to a partner- 
ship for a guaranteed salary shall 


be treated as one who is not a 
partner and the partnership shall 
be allowed a deduction of the 
salary as a business expense. In 
such case the salary is not treated 
as a distributive share of the part- 
nership income. However, where a 
partnership's operation results in a 
loss and each partner's distributive 
share is a loss, that loss may be 
deducted from the guaranteed 
salary and only the net amount 
shall be subject to income and self- 
employment tax. Accordingly, tax- 
payer in this case was subject to 
income and _ self-employment tax 
only on the amount by which his 
guaranteed salary exceeded his 
distributive loss. (Revenue Ruling 
56—675, 1957.) 





THE QUESTION 


May a taxpayer who has failed to file an estimated tax be 
penalized for both failure to file and for underestimation of 


tax? 


Tue Facts— During the taxable 
years 1951 through 1953, taxpayer 
filed returns on a calendar year 
basis. Although he was required 
to do so, he did not file declara- 
tions of estimated tax. The Com- 
missioner of Internal Revenue pe- 
nalized him 10% of the tax for 
failure to file a declaration of es- 
timated tax and an additional 6% 
for substantial underestimation of 
the tax for each of the years in 
question. The taxpayer argued that 
one who does not file a tax return 
does not underestimate his tax. Is 
his argument sound? 


Tue Rutriywc—In_ deciding __ this 
case, the Tax Court applied the 
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maxim of Mr. Justice Holmes who 
once said, “The life of law has not 
been logic; it has been experi- 
ence.” The taxpayer who fails to 
file a declaration of estimated tax 
does a great disservice to the gov- 
ernment and to those receiving 
wages with taxes withheld. A cu- 
mulative penalty which seeks to 
avoid this would not seem to be 
inconsistent with the aims of in- 
come tax laws. While cumulative 
penalties may at times seem in- 
equitable, they are not uncommon 
in the law of income taxes. The 
penalties imposed are deemed 
reasonable sanctions to insure pay- 
ment by a taxpayer of an esti- 
mated tax approximating as closely 
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THE WORLD'S MOST HONORED 
PRESENTATION WATCH 


; / 
THE worip's Wlost Honored ww xtc 
The Longines presen- 
tation watch has far 
more than symbolic 
value. Longines is the watch of 
highest prestige among the watches 
of the world. The name Longines 
on a watch is a contract of perfec- 
tion of manufacture—a watch of 


virtually wear-free life. To choose 
Longines watches for your awards 





program is an assurance of its suc- 
cess. Though the Longines watches 
you choose may cost as little as 
$71.50, in the whole wide world 
there are no watches of finer quality. 


We have prepared a comprehensive brochure 
of value to any organization planning a 
length-of-service, retirement, sales incentive 
or other awards program. To receive this 
booklet, fill in and mail the coupon below, 
or write for it on your business letterhead. 
Our plan includes service facilities of your 
local Longines-Wittnauer Jeweler Agency. 


Re ee ence ae et oe 


| Presentation Sales —_ Dept. M | 
Longines -Wittnauer Buildin 
| Longines -Wittnauer Watch Co., Inc. | 
| New York 36, N.Y. | 
| Please send me your “Awards of Time” | 
| klet. | 
| Name..... Edacaccucetst becca et rucs | 
OR Ns ae eae a | 
Fe PRR an ee kee S 
| fo 1” SRC OOS aT =A FE | 
Ths sides celal ascii leeds sate oul lke (ea ra a oe oe 
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Nobody 
wants 
this kind of 


Profit 


Sharing 


Plan 


THE TODD COMPANY, INC. 


SALES 





Each year, thousands of American businesses suffer 
from raids on their company bank accounts. Part of 
the annual $500,000,000 loss from check fraud is 
caused by trusted employees working from within. 
And, in almost every case, the staggering losses 
could have been prevented by careful, systematic 
disbursement controls. 

Based on 57 years’ experience in check control 
methods, The Todd Company has prepared a book- 
let outlining 49 ways to protect your company’s 
bank account. It points out dangers to your com- 
pany funds and effective ways of dealing with them. 

Write us on your letterhead for free, valuable 
booklet “49 Ways to Protect Your Company’s Bank 
Account.” WRITE NOW. 





Subsidiary of BURROUGHS CORPORATION 
ROCHESTER 3, NEW YORK 
OFFICES §!N PRINCIPAL 
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as possible his actual tax liability 
for the year. Any other policy 
would give the taxpayer whose 
source of income is not visible (be- 
cause derived from enterprises 
which do not lend themselves to 
collection of tax at the source) an 
advantage over salaried people 
from whom tax is withheld. 

In order to prevent such an ad- 
vantage Congress has imposed 
penalties, both for the underesti- 
mation of income and for failure 
to file an estimate of income tax. 
(Farrow et al vs. United States of 
America, U. S. District Court, 
South District of California, de- 
cided April 25, 1957.) 





THE QUESTION 


Is the cost and maintenance 
of work clothes a tax deducti- 
ble expense? 


Tue Facts—Union regulations re- 
quired that this taxpayer, a painter, 
wear a white hat, shirt and bib 
overalls, and standard work shoes 
on the job. He deducted the cost of 
these work clothes on his income 
tax return. The Commissioner of 
Internal Revenue disallowed these 
deductions. 


Tue Rutiwnc—The Internal Reve- 
nue Code provides generally that 
all ordinary and necessary expenses 
incurred or payed by a taxpayer 
in the carrying on of a trade or 
business are deductible. However, 
the fact that a union requires a 
painter to wear certain clothing is 
not sufficient to warrant a tax de- 
duction for its cost and mainte- 
nance. To be deductible, the cloth- 
ing must be distinctive in charac- 
ter or in the nature of a uniform, 
and not readily wearable away 
from work. The commissioner ruled 
the clothing in this case did not fit 
this description because the articles 
of clothing required on the paint- 
er’s job were not so distinctive that 
they could not be used while per- 
forming other manual jobs or per- 
sonal duties. The cost and mainte- 
nance of taxpayer's clothing rep- 
resents a personal expense and is 
not atax deductible expense. ( Reve- 
nue Ruling 57-143, issued April, 
1957.) 
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Even the wastebasket can go — there’s one inside this desk 


How to be a “clean desk” man 


Take a good look around your office tomorrow and 
see all the clutter on top of desks. A lot of valuable 
space and time are being lost there. 
These same desk workers could get more done if 
they sat at new Shaw-Walker ‘‘Clutter-Proof” Desks. 
Fully 75% of the things that drift around on 
other desks have a specific place inside this desk. 






“Built Like o 


Skyscraper® 
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. 


New “Clutter-Proot"’ Desk has ingenious 
ability to lend a hand to a man at his work 


PYUTTTITIVIC TTI 





In the organized drawers there are 
off-the-desk trays for incoming, out- 
going and pending letters, off-the-desk 
space for work organizers, work sepa- 
rators, deferred projects, tickler, 
binders, books, pads, forms, card lists. 
And imagine this—there’s even an in-drawer waste- 
basket and in-drawer phone! 

With a Shaw-Walker ‘‘Clutter-Proof’’ Desk 
usable working space on the desk is actually doubled. 

See these new ‘‘Clutter-Proof’’ Desks at our 
branch or dealer store, or write Shaw- Walker, 
Muskegon 78, Mich. for our 252-page Office Guide. 


= Largest Exclusive Makers of Office Equipment 
Muskegon 78, Mich. Representatives Everywhere 
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This is the way your 
automatic office begins 


... with the fully automatic Friden Calculator—the 

one and only Thinking Machine of American Business 
—taking over everyday statistical work for payroll, 
invoicing, inventory, sales analysis, all the figuring you do! 





You move your business deep into the new automatic figuring era 
the day you buy a Friden Calculator. It performs more steps in 
figure-work without operator decisions than any other calculating 
machine .. . delivers near instantaneous answers at the touch of a 
key ...1is the essential programmer in many IDP systems. Watch 
the Friden Calculator go to work on your toughest figuring routines. 
See the time savings it brings. Many models, all simple to operate. 
Call your nearby Friden Man. 


brings you an automatic office 


Commercial Controls Corporation, Rochester, N.Y., Subsidiary 


©Friden Calculating Machine Co., Inc., San Leandro, California — sales, instruction, service throughout U.S. and world. 
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TRADEMARK 


Remington Rand offers the most complete line of office 
furniture available . . . covering every phase of office living, 
from Board Room to Executive Office to Clerical Work Area. 
Each individual piece is engineered to inspire achievement 
and is styled with sophistication in living colors. Write for 
beautiful new 24-page booklet, “Dream Office” (FF211), 
Room 1844 315 Fourth Avenue, New York 10, New York. 


PIVISION OF SPERRY RAND CORPORATION 
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McBEE 





The foreman’s bewildered. How can the 
plant manager be so sure? Even in a small 
shop like this one, you don’t get that kind 
of information in 24 hours! 


The plant manager never thought so, either. 
Today he knows different. He’s got yester- 
day’s down-time figures right in front of 
him. There’s a loss all right. But he knows 
where — and why. And most important, he 
knows now that he’s equipped to prevent its 
happening again. 

Good thing management discovered the 
Keysort Plant Control Plan! With just five 
fast, accurate PCP reports — 1 daily, 2 
weekly, 2 monthly —they now have complete 
management control...can prevent money- 
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losing situations right in the office. 


PCP not only helps management plan in 
advance, it helps you as well. With a mini- 
mum clerical burden, you achieve greater 
reporting accuracy — flexibly, easily. Your 
office people simply punch pertinent daily 
information into the Keysort cards... Key- 
sort them ...and summarize direct to 
reports. There’s no transcribing... no 
costly, time-consuming intermediate steps. 
Management gets needed information on 
time. And at remarkably low cost. 


The nearby McBee man has a presentation 
which will show you how it’s done. Phone 
him, or write us for illustrated folder con- 
taining examples of all five reports. 


e of*%e oe 9% SO%e ecece 
C0eg © bs see * 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio « 


Division of Royal McBee Corporation 


Offices in principal cities « In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
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AN DV ML interview ARTICLE 


How to build output with 


fringe benefits 


How can you get workers to produce at a rate three times higher than the industry 
‘ ; mee Pree | 
average? A manager who has achieved this record gives his answers in this interview | 
| 
| 
article. His company, he says, has become the leader in its field largely because of the | 
imaginative, generous fringe benefits it offers to employees. These fringes are not mere | 
| 
ee ee ae | 
industrial niceties; instead, the program serves as a powerful, profitable management | 


tool that takes the worry out of work and thus motivates for more and better work. 


THE MAN: ues SOMme 20 years ago, Fred F. Alford was 

working as a Certified Public Accountant. One of his 
Fred F. Alford, President clients was an insignificant cold storage firm that was 
Alford Refrigerated Warehouses about to go bankrupt. The owners were in a dilemma 
Dallas, Texas until Fred Alford stepped in and took charge. 

Today this once small, debt-ridden firm bears Alford’s 
name—Alford Refrigerated Warehouses. It has been built 
into the largest refrigerated warehousing operation in the 
world. 

Through the years President Alford has injected a num- | 
ber of innovations into both the management and opera- 
tion of his company. For example, he designed and built 
a set of warehouses that construction engineers told him 
couldn’t be built. He has mechanized and automated his 
plant to the point where human muscle power has been 
narrowed down to a fractional minimum. 

The most outstanding feature of this company’s opera- 


-_ 
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tion, however, lies in the area of employee bene- 
fits. When Fred Alford first introduced some of 
his fringes for employees, friends and competitors 
were convinced that such benefits would be ruin- 
ous by virtue of their expense. Yet Alford reports 
that his liberal attitude toward employees—as 
evidenced through the benefits program—has been 


Q. Mr. Alford, how much of your 
company’s growth record do you 
feel is attributable to your very 
generous policies to employees? 


A. Definitely a very sizable part, I 
would say. It isn’t the whole story, 
of course, but I think if you ana- 
lyze our operation you'll find that 
the things we've tried to do for our 
people have brought the company 
a solid return. 


Q. Then you feel that your benefits 
program has turned a profit, rather 
than being merely an expense of 
doing business? 


A. Definitely. I was a CPA before I 
became a warehouseman and I 
can still tell the difference between 
a profit and a loss practice. 


pany. 


CAN FRINGES STIMULATE GROWTH? 


Q. Your program includes the 
families of your employees, doesn't 
it? 

A. Yes, it’s unrealistic to consider 
the man on the job without consid- 
ering him in his home as well. 


Q. What are the chief features of 
your over-all employee fringe bene- 
fits program? 


A. Well, in addition to providing 
unlimited coverage of family med- 
ical expenses, we offer an optional 
guaranteed annual wage, an in- 
vestment opportunity that gives 
employees a 16% to 22% return on 
their savings with no possibility of 
capital loss, and, under certain 
conditions, college education for 
children of employees. 
















"It’s unrealistic 
to consider the man 
on the job without 
considering him in 


his home as well." 


"The things we’ve tried to do for our people 


one of the chief forces in making the company the 
leader in its field. 

Here are the facts Fred Alford has given to 
MANAGEMENT METHODs in answer to questions 
about his unique benefit program, how it works 
and why it contributes to the strength of his com- 


UNLIMITED MEDICAL EXPENSE 
COVERAGE 


Q. What do you mean by unlimited 
medical coverage? 


A. First let me give you a few per- 
tinent facts about our company. 
Although we have the largest phys- 
ical warehouse of its kind in exist- 
ence and handle a_ tremendous 
volume of merchandise—about 700 
million pounds last year—we oper- 
ate with only 180 employees. For 
that reason we can keep our bene- 
fits program on an informal basis. 
No ironclad rules or contracts— 
just simple company policy. We 
sometimes go beyond stated policy 
to give a good man a break. 
Basically, our medical plan _ is 
this: the employee pays the first 
$100 of medical expenses each 
year, the company pays the rest. 


Q. You mean that once an em- 
ployee has accumulated medical 
expenses of $100 during a certain 
year—regardless of what the ex- 
penses are for—the company pays 
the rest, with no maximum limit? 


A. That’s right. The plan includes 
doctor and hospital bills, medical 
and surgical fees—everything. It 
covers not only the man, but also 
his wife and children. Our one ex- 
ception is that we don’t pay for 
what we call “capital improve- 
ments”—such things as dental plates 
and eye glasses. 


Q. You must pay a huge premium 
for such a policy. What insurance 
carrier is it placed with? 

A. We're our own insurers in this 
case and pay employee medical 
expenses out of our own company 
funds. 


MANAGEMENT METHODS 
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ive brought the company a very solid return on investment." 


Q. Is the employee expected to re- 
pay the company? 

A. No, indeed. The medical care 
goes with the job. Last year the 
company paid $17,000 as its share 
of employees’ family medical ex- 
penses. That figure doesn't in- 
clude the cost of sending our key 
people in for a complete physical 
examination each year. 


Q. Do you feel that annual physical 
exams for key people pay off for 
your company? 


A. Absolutely. Suppose this year we 
send 14 people in for examinations. 
Let’s say these examinations cost 
the company $1,500. And let’s say 
we pay another $3,500 for treat- 
ments that these medical examina- 
tions turn up as needed. That's 
$5,000. Now, if the treatments re- 
sult in just one of our key people 
having, say, five additional years 
of effective service to the company 
added to his life, don’t you think 
that’s worth $5,000 to us? Were 
convinced that it’s a small invest- 
ment for the return we get. 


Q. What about your over-all med- 

ical expense plan? How do you 
is justify that? 
wo A. There are a number of points to 
on consider. One is that our medical 
plan helps us build an organiza- 
tion of people—good people—in ev- 
ery category. Now, getting and 
keeping good men may seem like 
a. an obvious and somewhat intangi- 
wwe ble return, but if you think about 
“9 it a minute it’s not too hard to see 
; the value. For example, ask your- 
self this question: If you were an 
employee of our company, how 
much extra hourly wage would a 
competitor have to pay you to steal 
ex- you away from us? 
for 


ir OPTIONAL GUARANTEED 
eis ANNUAL WAGE 


Q. What about this optional guar- 
ium anteed annual wage that you men- 
nce tioned? How does it work? 

A. It’s a little unorthodox. We 
this started it 10 or 12 years ago and 
lical almost got into trouble with the 
any Wage and Hour people. They 

(Continued on page 75) 
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ques Companies are finding unique new ways to use 
microfilm—not just in their record retention programs, but in their 
over-all administrative procedures and methods. These new uses 
help cut costs, provide better service for customers and speed up 
vital operations. 

How these new uses of microfilm are being applied was ex- 
plained a few weeks ago at a day-long symposium in New York’. 
Speaking to the hundreds of executives who attended were repre- 
sentatives of firms like American Telephone and Telegraph, Beth- 
lehem Steel, the Haloid Co., and Dun & Bradstreet. Each speaker 
presented a case history on a specific procedural use of microfilm. 

Setting the tone of the meeting was Jerome W. Harris, publisher 
of MANAGEMENT METHODS magazine, who served as chairman. 
Microfilming, he said, has developed far beyond its original uses 
as a method of space saving in record retention and as a device 
for producing sets of vital data for protection. New applications, 
he said, are constantly being developed along more original lines. 

Following, in digested, edited form, are six of the case histories 
presented during the symposium. These cases will point you toward 
ways that microfilm can help in solving your own procedural 
problems. 





* The symposium was conducted as a service to business by the Flofilm Division of 
Diebold Ine. 
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6 ways To squeeze 


Firms of all kinds are discovering new ways to squeeze new 
profit out of microfilm. Reason: microfilm is no longer 
merely a record saver or a data protector. It has been 
adapted for use in a wide range of administrative methods 
and procedures. Here are six case histories that will 
suggest added savings that you can make in your 


office and plant—with microfilm. 





How Microfilm 


Protects Investors 


By H. M. Boettinger 


General Financial Supervisor 
American Telephone and Telegraph Co. 











Expedites handling 
of huge stock offer 


= When a capital stock offering 
in the amount of $575 million is 
announced to 1% million stock- 
holders, the methods and organi- 
zation needed to carry out such 
a task are obviously of grand 
proportions. 

Using the microfilm camera, and 
developing the film within an hour, 
it became possible to release 
shareholders’ warrants and yet re- 
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new profit 


tain a record of each stockholder’s 
action or instructions in cases of 
unbalance, dispute, forgery or 
theft. In cases where questions of 
interpretation of shareowners’ in- 
tentions were involved, a print of 
the warrant was made directly 
from the film and transmitted to 
the share owner. 

This system enabled the com- 
pany to handle, within five weeks, 
about 465,000 straight sales war- 
rants, comprising over eight mil- 
lion rights with a total value of 
some $55 million. In one day alone, 
57,000 cases were processed. The 
microfilming operation occupied 
one office boy, part time. 





How Microfilm 
Releases Your Tied-Up 
Dollars 


By D. L. Clark 


Eastern Zone Manager 
Haloid Co. 











Allows checks to be processed 
while accounting proceeds 


= Funds represented by in-transit 
checks cannot be used by anyone. 
Every hour that lapses between the 
time a check is written and then 
finally cleared reduces the amount 
of money available to conduct bus- 
iness operations. 

Microfilming has made it pos- 
sible to secure a record of checks 
quickly, so that they can be pro- 
cessed through normal channels 
without delay. Under a system 
devised by a large commercial 
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bank for the benefit of its custom- 
ers, remittances from customers of 
the bank’s depositors are sent di- 
rectly to a New York Post Office 
box, to which the bank has sole 
access, 

Within two hours of their re- 
ceipt, the checks are microfilmed 
and the originals are started on 
their normal channels for clear- 
ance. Meanwhile, the microfilmed 
record of the day’s checks, repro- 
duced on positive copy paper, is 
furnished to the depositor, who 
uses it—in place of the original 
check—for posting and accounting 
purposes. 

By using this combination of 
microfilming and copy printing the 
film negative, the bank has pro- 
vided a means for avoiding any 
delay in the clearance of its de- 
positors’ incomes, while at the 
same time making it possible for 
them to post and process the data 
represented by incoming checks 
immediately. 





How Microfilm 
Broadens Marketing 
Research 


By James W. Partner 
Associate Director 

Marketing Service Co. 

(Division of Dun & Bradstreet, Inc.) 











Makes complete, accurate 
survey data quickly available 


= An example of how microfilm- 
ing is used to expedite marketing 
research activity is provided by 
the pharmaceuticals industry, in 
which manufacturers are contin- 


from microfilm 


ually concerned with determining 
the sales volume of both their own 
and competing products at the re- 
tail level. Some 10 years ago, a 
project was initiated whereby Dun 
& Bradstreet reporters visited a 
chosen group of retail drug stores, 
physician supply houses and _ hos- 
pitals each month. Needed _in- 
formation was copied from pur- 
chase invoices and then mailed to 
a central point, where statistics 
were summarized, national esti- 
mates prepared and an analysis 
written for the benefit of the man- 
agement of the sponsoring manu- 
facturer. 

Today the same procedure is 
followed, except that the reporter 
carries with him a portable micro- 
film camera. With the owner's per- 
mission, the purchase records for 
the past 30 days are microfilmed; 
the film is forwarded to a central 
location, where trained personnel 
scan the developed records and take 
the necessary information from 
these records. 

Because brand names are com- 
plex, abbreviations are common 
and new products are introduced 
each month, the accuracy of the 
work has been materially increased 
through the use of microfilming 
interpreted by a_ centralized, 
trained staff. 

The reporter is able to obtain 
the information quickly and ef- 
ficiently, enabling him to cover 
more sources each day and mak- 
ing it possible for him to spend 
a minimum of time at each store 
or hospital. 

Microfilm makes it possible to 
broaden substantially the number 
of products surveyed. Hand check- 
ing of invoices is practical only 
when a limited number of pro- 
ducts are of interest, but the use 
of microfilm makes for an eco- 
nomic extension of such reporting. 

(Continued next page ) 
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How Microfilm 
Adds Flexibility 


By Robert E. Weil 


Manager of Records Planning 
Bethlehem Steel Corp. 











Saves auditing, clerical costs 
by limiting field operations 


= There are some records that 
should not be removed from their 
normal base of operations. Ex- 
amples are payroll and inventory 
records which, if lost or even dam- 
aged in transit, could bring about 
disastrous results. 

In a multi-plant operation where 
such records must be audited, mi- 
crofilming can be used to bring 
the records to a centralized audit 
group, instead of having auditors 
waste time in travel to the places 
where the original records are 
normally kept. The ability to bring 
to the auditor records which he 
can scan, and from which he can 
determine the adequacy of an op- 
eration, and uncover areas which 
would make field trips useful, is 
a very important objective. 

Microfilming of payroll records 
reduces the amount of travel cost, 
reduces the time an auditor must 
spend at a location and enables 
the members of an audit group to 
work centrally and consult with 


supervisors whenever problems 
arise. 
Inventory records, located at 


scattered points, through the use 
of the microfilm camera, can be 
“frozen” at any determined mo- 
ment for the development of sta- 
tistical and operational data. 
Whenever there exists the neces- 
sity for such records to be ex- 
amined centrally, the cost of ob- 
taining pictorial records by means 
of microfilm equipment is consid- 
erably less than the cost of man- 
ually reproducing such data and 
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even of mechanically duplicating it. 
Determination of the use of 
microfilming should be based on 
economic merit, in competition 
with other means of obtaining the 
same information. If you operate 
on this premise, you will often 
find that microfilming will stand 
up economically and_ practically 
whenever you have a problem. 





How Microfilm 
“Freezes’’ Changing 
Records 


By W. English Strunsky 


Vice President 
A. J. Armstrong Co. 











Maintains complete record 
of factor’s clients’ books 


2 A commercial financing and 
factoring organization—whose cli- 
ents continuously borrow from $50,- 
000 to $12 million—must have an 
up-to-the-minute, accurate knowl- 
edge of the status of its clients’ 
businesses. 

Use of microfilm equipment aids 
greatly in maintaining the speed 
and efficiency of service that makes 
cash available on a daily basis. 

For example, in the field of ac- 
counts receivable financing and 
financing of consumer accounts, 
the necessity of “freezing” a chang- 
ing record is vital. A complete 
record must be maintained at all 
times of the clients’ accounts re- 
ceivable ledgers. In cases of those 
businesses which sell to thousands 
of customers, microfilming of the 
clients’ papers makes it possible to 
have an exact copy on film, and 
by taking into consideration the 
activity since the most recent 
microfilming, records can be built 
to a current position, at any time, 
with comparatively little work. 

Microfilming is also used at the 
time a new client starts doing bus- 


iness with a financing organization, 
when it may be necessary to com- 
pile a detailed list of every cus- 
tomer on the client’s books, show- 
ing not only names and addresses, 
but also each invoice sent and 
payment received over a period of 
several months. Copying such lists, 
where millions of dollars and 
thousands of customers are in- 
volved, could be a mammoth job, 
but it can be done by microfilm- 
ing in a matter of a few hours. 





How Microfilm 
Saves You Space 


By William J. Tietjen 
Manager, Archives Department 
Seamen’s Bank for Savings 











Keeps records in fraction 
of previously used space 


= At our bank, all transactions for 
188,000 depositors for a_ three- 
month period are contained in just 
three rolls of microfilm weighing 
only about one pound. The paper 
containing the records of these 
564,000 transactions weighs 116 
pounds. 

But that’s not the whole story. 
Each of these transactions is orig- 
inally recorded on a punch card, 
and these tabulating cards, were 
they to be filed and stored, would 
weigh 3,474 pounds. To store these 
cards at the rate of 3,000 per file 
drawer would require 188 such 
drawers for just three months’ 
records. The three microfilm rolls 
that take their place occupy a 
space that would be taken up by 
a couple of packs of playing cards! 

That’s one reason why modern 
business is turning to ever-increas- 
ing use of microfilm. Inches and 
pounds, instead of feet and tons, 
are now being used for measuring 
needed filing space. m/m 
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By Frank K. Griesinger 


Assistant Treasurer, Lincoln Electric Co. 
Cleveland, Ohio 


How to trim dollars 


from your telephone bill 


Noted for its pioneer efforts on many management fronts, 


Lincoln Electric Co. has evolved a broad series of methods for slicing 


big dollars from telephone costs. Outlined here are tips based on 


Lincoln Electric's telephone cost cutting program, plus research done 


by the author in conjunction with the Ohio Bell Telephone Co. 


uuu Since 1948, Lin- 
coln Electric Co. has sliced the 
cost of its long distance telephone 
calls by 10%—and this figure would 
be even greater if it took into ac- 
count telephone rate increases 
over the past nine years. 

Lincoln Electric is the world’s 
largest manufacturer of arc weld- 


ing equipment and supplies. We 
operate nationally with 32 branch 
offices and warehouses, and we 
produce about 14,000 orders a 
month. Our business involves an 
average of 780 long distance calls 
a month, many to our branches. 
One way we control our costs is 
by maintaining careful telephone 


cost figures. We know that average 
cost of our long distance calls is 
$1.93, including federal tax. 

Here are some of the methods 
we use at Lincoln Electric to keep 
our telephone costs down. Regard- 
less of the size or type of your 
business, you'll find that you can 
adapt most or all of these ideas. 
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1. Keep your people informed 
on comparative communica- 
cation cost. 

Figure your average cost per mes- 

sage, including federal tax, on tel- 

ephone, telegraph and other me- 
diums. By making this information 
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available to the message originator 
—and his boss—it will show when 
the less expensive telegram can 
save you money. 


2. Choose properly between 
telephone services. 
If a telephone message can be an- 
swered by a branch office secretary 
who is required to be there eight 
hours a day, use station-to-station. 
If the person called is an executive 
or manager traveling around the 
territory, the person-to-person rate 
is a bargain person-locating service. 


Figure 1 (page 34) gives person- 
to-person rates from St. Louis 
to a number of cities. Notice that 
the extra charge for contacting a 
specific person is a fixed fee which 
does not increase with the length 
of the conversation. If your call is 
important, the fee is an excellent 
investment. 


3. Organize the facts; eliminate 
the pleasantries. 


Most five-minute conversations 
could be cut to three minutes by 


33 











organizing facts in advance of the 
call. Discussion of personal busi- 
ness and weather has no place in 
normal business communications 


f : 


between members of the same 
company. Some companies have 
used three minute sand _ timers 
(hourglasses) quite effectively to 


hold calls within the three minute 


limit. 


4. Give supervisors information 

on cost of completed calls. 
If your calls are charged to de- 
partments, the department head 
should be interested in long-talk- 
ing individuals who are increasing 
costs. The standard long distance 
charge ticket furnished by the tele- 
phone company may be helpful. 
It is completed by the operator, 
showing time and charges. As proof 
of billing, some telephone compa- 
nies actually send their charge tick- 
ets to the subscriber at the end of 
each month. These can be sorted 
by departments. If the problem is 
extreme, supervisors may want to 
insist on advance clearance of long 
distance call-placing. 


5. Discourage switching. 


When you call your own branch 
plant, office or warehouse, it is easy 


for people there to ask that calls 
be switched. In this way the re- 
mote point talks to many people in 
the home office at the home of- 
fice’s expense. Some educational 
work may be needed to point out 
the costs involved. 





6. Use the conference circuit. 


Almost all switchboards provide 
special circuits which permit two 
or more men to talk together. 
Where matters involve joint opin- 
ion, use of the circuit saves expen- 
sive repetition and switching time. 
Conference appointments can be 
set up by mail. 


7. Group outgoing calls. 


When a number of different indi- 
viduals at a home office point wish 
to talk to a branch, it is possible 
for them to do so at an agreed 
hour. The distant manager is noti- 
fied that he will be telephoned at 
that hour. The call can be switched 
from one man to another with a 
minimum of expense. 


8. Use a communications cost 
chart. 

Such a geographic chart as shown 

in Figure 2 gives communication 

expense from your office to points 


throughout the United States. It 
can be effective in reducing com- 
munications costs. A typical chart 
may show circles radiating from 
the central point with costs for 
various types of messages indicated 
for each zone. A staff educated and 
enthusiastic about cost reduction 
will find such information of real 
help, particularly when it is avail- 
able at a glance. 





9. Convert telephone calls to 
postal messages. 


The constant enlarging and speed- 
ing up of air mail service permits 
many late-day telephone messages 
to be converted to air mail, special 
delivery at a minimum cost of 36¢. 
Just as the telegram may be a bet- 
ter answer for brief, one-way in- 
formation, the air special may also 
get preferred attention at destina- 
tion. Many companies use dis- 
tinctively printed forms and en- 
velopes which indicate the urgency 
of the message and the need for an 
immediate reply. 

Most post offices are willing to 
examine a list of frequently-called 
points for you, indicating whether 
air mail, special delivery will reach 
those points by 9:00 a.m. of the 
following business day. In any 





Figure 1. Even a simple chart like this, showing costs from your headquarters to frequently called cities, 
will help keep employees cost conscious. It also helps in determining the most economical type of call to 














make. exten 
STATION TO STATION PERSON TO PERSON CHARGE 

From St. Louis to: 3 min. 5 min. 10 min. 3 min. 5min. 10 min. 

Atlanta, Georgia $1.32 $1.98 $3.63 $1.87 $2.53 $4.18 $.55 
Chicago, Illinois 99 Lod 2.92 1.38 1.93 3.30 209 
Houston, Texas 1.54 2.42 4.62 2.15 3.03 5.23 61 
Kansas City, Kansas 99 1.54 2.92 1.38 1.93 3.30 39 
Los Angeles, California 2.42 3.63 6.66 3.41 4.62 7.65 99 
Memphis, Tennessee 94 1.49 2.86 1.32 1.87 3.25 38 
New Orleans, Louisiana 1.49 2.26 4.18 2.09 2.86 4.79 -60 
New York, New York 1.76 2.75 5.23 2.48 3.47 5.94 72 
Washington, D. C. 1.65 2.53 4.73 2.31 3.19 5.39 61 


All rates include 10% federal tax 








34 MANAGEMENT METHODS 











RENNES it SRE RG PRS 








WT ers cE 


tion t Safi 
t 


eiegram 


‘Night Letter 











FIGURE 2. 
Communication cost 
chart shows compara- 
tive costs of varying methods 
of communication from home of- 

fice to any city in the United States. 


It shows that, in some cases, a three-min- 
ute station-to-station call may be less expen- 


sive than two telegrams. 


comparison of communications 
costs, the postal services provide 
the greatest bargain. Package your 
list of overnight mail points attrac- 
tively and submit it to originators 
of your telegrams and telephone 
calls. 


10. Convert telephone calls to 
telegrams. 


A communications cost chart such 
as Figure 2 often indicates that a 
telegram is less expensive and 
equally as effective as a long dis- 
tance call. But if information must 
be secured from the person called, 
and if that person has the infor- 
mation available without delay, a 
single telephone call may be less 
expensive than two telegrams. This 
is especially important if your com- 
pany pays for both telegrams. On 
the other hand, the common tend- 
ency of people to socialize and 
comment on the weather may make 
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the telegram a more economical 
communications device. Also, the 
telegram provides a written record 
—an important factor in customer 
and vendor relations. In contrast, 
the telephone offers maximum 
speed. 


What about TWX service? 

Most large companies receive 
regular visits from those selling 
the “timed wire” service of the tel- 
ephone company. The Bell System 
publishes a TWX directory which 
gives you the identification num- 
ber of TWX printers leased by 
companies throughout the country. 
Direct connections can be made 
with such concerns in a very short 
time. TWX service gives a writ- 
ten record. Also, immediate replies 
can be given to the extent that facts 
are available at the called point. 

A normal operator typing on a 
TWX teleprinter should average 
40 to 45 words per minute. If the 
message is converted to punched 
tape, the automatic machine may 
operate considerably faster. How- 
ever, a man usually talks at 125 to 
150 words per minute. While TWX 











/ 


rates may be somewhat less than 
station-to-station long distance 
rates, the amount of communica- 
tion possible verbally is greater 
than TWX capacity. Each com- 
pany should survey its own prob- 
lem, determining the value of writ- 
ten records and studying the ability 
of the operator to transmit typical 
messages within the minimum 
TWX rate charge. Monthly lease 
rates on equipment must be taken 
into consideration in cost calcula- 
tions. 


Reducing fixed charges 
We have been talking about va- 
riable charges—long distance tele- 
phone calls. Equally important are 
the “fixed” monthly charges which 
go on, month after month, into 
eternity. If yours is a large com- 
pany, you will find it pays to train 
a man in telephone engineering. 
Such a person becomes intimately 
familiar with equipment, tariffs, 
telephone planning and design. Ev- 
ery time telephone equipment is 
requested changed or when ma- 
jor layout changes are made, this 
(Continued on page 68) 
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Consolidation and relocation: 


A growing firm, grabbing new space wherever it can be found, often 


ends up with a disjointed hodge-podge—one department across the 


street, another around the corner, another across the city. Result: waste 


abounds in terms of time, money and other company resources. Here 


mm “Pll yourself to- 
gether!” is a piece of advice you 
give a man who has lost his spark. 
It’s a piece of advice that applies 
equally well to some business firms, 
notably those whose facilities have 
become spread out and disjointed. 

For example, if your company’s 
executive and administrative of- 
fices are in one building, with en- 
gineering across the street, sales in 
another location and storage spread 
all over the place, pulling yourself 
together might spark some surpris- 
ing operating efficiencies—the ob- 
vious ones as well as some that 
are not so obvious. 

“But,” you say, “were in the 
middle of a city and there’s no 
single unit of available space big 
enough to hold all our depart- 
ments. How can we consolidate? 
We started small and, like Topsy, 
just grew. Were disjointed, getting 
worse, but we're stuck with it.” 

There’s a one-word solution to 
that problem: relocation. 

Consolidation and relocation can 
rejuvenate your business, can save 
you thousands of dollars a year, 
can increase production, stimulate 
interdepartmental teamwork, build 
employee morale and_ generally 
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are six case histories showing how firms can spark new life into 


their operations through consolidation and relocation. 


tone up your company to the ex- 
tent that you might wonder how 
you ever struggled along before. 

Here are stories of companies in 
the New York, Chicago and San 
Francisco areas that consolidated 
their multi-building operations into 
single new locations. This report de- 
tails factors that influenced their 
moves, outlines their motives in 
selecting new locations and ex- 
amines the results. 


Ditto, Inc.: Manufacturers of dupli- 
cating machinery. 

Before: Seven separate buildings 
on Chicago's West Side. 

After: New one-unit plant in Lin- 
colnwood, Chicago suburb. 


“We're paying for a new plant, 
so why not have one?” 

This was management's attitude 
after results of a survey indicated 
that savings effected by consolida- 
tion and relocation of Ditto’s op- 
erations would actually pay for a 
new plant within 10 years. 

In 1946 the 38-year-old company 
found its 600 employees scattered 
among seven separate facilities 
ranging in size from 10,000 to 
88,600 square feet. 

Just what was this setup doing 


to the company’s administrative 
and manufacturing operations? 
Here are some facts reported to 
MM by company officials: 
Inter-plant travel cost $12,000 


annually. 
Inter-plant trucking cost $20,000 
annually. 


Inter-plant phone lines cost $2- 

800 annually. 

Shipments to several plants (in- 

stead of one) cost more than 

$6000 annually. 

Intangibles were also taking 
their toll. For example, from the 
time a production machine part 
was requisitioned until it was 
placed in operation, it was handled 
by 30 people, prompted the prep- 
aration of 16 forms and was moved 
through at least three buildings. 

Ditto’s multi-plant operation was 
making it difficult to transfer em- 
ployees, who sometimes quit 
rather than put up with extra 
traveling time to and from: work. 

The engineering staff was lo- 
cated in the general administra- 
tion building, eight miles from the 
machine plant. When an assembly 
line crisis arose, it meant a round- 
trip of 16 miles. If problems were 
minor, engineers often postponed 
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how to pull yourself together 


consultation until they had a suf- 
ficient backlog to justify the trip. 

In planning and executing the 
move from seven buildings to one, 
Ditto faced certain problems: 

1. Employees had to be notified 
and given a chance to relocate 
homes or consider new jobs. 

2. Allocation of space for fac- 
tory and office equipment had to 
be planned not just for immediate 
needs, but future requirements. 

3. The actual move had to be 
accomplished with a minimum of 
lost production time. 

Ditto solved these three major 
problems in this manner: 

1. Announcement of the pur- 
chase of the new 27-acre plant site 
was made to employees in 1946, 


as soon as the sale was final. The 
announcement served to alert em- 
ployees to the fact that personal 
relocation was in order. Actually, 
10 years passed before the new 
plant became a reality. During 
that period 90% of Ditto’s 600 em- 
ployees moved to city or suburban 
homes near the new plant site. 

2. In July 1953, supervisory per- 
sonnel were asked to begin de- 
tailed surveys of what their de- 
partmental requirements would be 
five years after completion of 
the new plant. They were also 
asked to provide detailed checklists 
of every piece of equipment (and 
its size) they had or would need. 
Based on these figures space stand- 
ards were set for corridors, aisles, 


Ditto fluids and cleansers, formerly produced in this 


small rented plant, are now made with firm’s other 
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products in a modern, consolidated Chicago factory (below) 





desks, private offices, and so on. 

3. The problem of moving with- 
out losing production time was 
complicated by several factors. 
Electrical conversion of some 
equipment was necessary, while 
all equipment was to be repainted. 

Painting was handled in off- 
hours. Since there were at least 
two of each item of manufacturing 
equipment, conversion from 220 
volts to 440 volts was done on 
only one at a time. 

To keep production going dur- 
ing the actual move, duplicate 
equipment was separated into two 
groups. One group was moved to 
the new plant while the other 
was used in the old facilities. Dur- 
ing the entire move, production 







= & by 














was maintained at 80% of normal. 

The move was completed just 
months ago. Ditto has already be- 
gun to reap expected benefits. 

Item: The company has already 
eliminated two of three rented 
trucks which formerly carted ma- 
terials between plants. This saving 
in equipment and __ personnel 
amounts to $19,400 annually, about 
$600 under the estimate. 

Item: A railroad siding which 
was not available under the former 
setup enables the company to save 
$18,000 annually by buying in car- 
load lots. The spur cost $13,000, 
which will be paid off the first 
year, with $5,000 “left over.” 

Item: Paper for carbon making 
is now delivered to one plant. 
Annual saving: $8,500. 

Item: Inter-plant travel and com- 
munication have been eliminated 
for the expected total annual sav- 
ing of more than $13,000. 

The hoped for intangible bene- 
fits are also being realized. Manu- 
facturing, research and _ engineer- 
ing personnel now exchange ideas 
over the lunch table in the plant’s 
modern cafeteria. When an as- 
sembly line problem arises, en- 
gineering help is 100 feet away, 
instead of eight miles. 


Another Chicago firm 


Another Chicago concern that 
has benefited from consolidation 
and relocation is Automatic Elec- 
tric Co., telephone equipment 
manufacturer. By this fall, Auto- 
matic Electric expects to have 
moved from its present 17-build- 
ing setup to a modern single-unit 
1,520,000 square foot structure on 
167 acres in suburban Northlake. 

Unlike companies that hope 
their employees will follow them, 
Automatic Electric followed its 
employees. Before the new loca- 
tion was decided upon the com- 
pany made a survey to determine 
where most employees lived and 
in what direction they had been 
moving in the past 20 years. It 
showed that they had been moving 
in a westerly direction. So the 
search for a site was confined to 
Chicago’s western suburbs. 

When the move is completed the 
company expects to increase its 


personnel from 7,500 to 10,000, 
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Housing trend shaped Automatic Electric’s plant site choice . 


while doubling production as a 
result of increased efficiency. 


One problem, two answers 


Here are the case histories of 
two firms, both of which had al- 
most identical problems. Each op- 
erated from scattered locations in 
Brooklyn, New York. Each decided 
to consolidate and relocate. One, 
however, moved out of the city 
and built a single-unit office and 
laboratory in a nearby suburb; the 
other stayed as close as possible 


to the heart of New York, and 


bought and remodeled an _ old 
building. Consider their motives: 


Lewyt Corp.: Manufacturers of 
electronic equipment, vacuum 
cleaners and air conditioners. 


Before: Three separate locations in 
Brooklyn. 


After: Single-unit, remodeled and 
expanded old building in Long 
Island City, New York. 

Each of the three Lewyt Corp. 
operations was located in a sep- 
arate building and in no instance 
was there adequate room for even 
immediate expansion. The need 
for consolidation was obvious—but 
relocation posed a problem. Attrac- 
tive offers, including promises of 
free sites and plants, were received 
from communities outside the New 
York City area and from other 
states. But President Alex Lewyt 
was determined to remain as close 
as posible to New York: “For us, 
the inherent, long-range advan- 


tages of New York City far out- 
weigh advantages offered by other 
areas. New York is the greatest 
consumer and industrial market in 
the nation and other marketing 
areas are readily accessible.” 

Thus the new location had to be 
within a certain area—an area al- 
ready overcrowded and overbuilt. 
The solution was to find an old 
building that could be remodeled. 

Luck was with Lewyt. In Long 
Island City, less than 15 minutes 
from midtown Manhattan, an old 
six-story structure with 315,000 
square feet of manufacturing space 
was up for sale. Lewyt paid $2 
million cash for the building. An 
additional $1 million was spent 
adding a new wing of 43,000 
square feet, installing special facil- 
ities and remodeling the entire 
fifth floor for executive suites. 

With the improvement in the 
physical plant came the antici- 
pated improvements in actual pro- 
duction, monetary savings, and 
increased employee morale. 

Results so far: closer supervi- 
sion, meticulous quality control 
assured; engineers on hand when 
needed; office help more easily 
available due to convenient new 
location. Monetary savings resulted 
frem elimination of duplicate jobs, 
elimination of inter-plant travel 
and communication, and from 
lower insurance premiums. 

The three companies, which now 
employ a total of about 2,000 peo- 
ple, have plenty of room for ex- 
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pansion. The new plant has man- 
ufacturing and assembly capacities 
that will ultimately require 6,000 
employees. 

Permatex Co., Inc.: Manufacturers 
of automotive, aviation, industrial 
and marine maintenance chemicals. 


Before: Three separate office loca- 
tions in Brooklyn. 


After: New one-unit building in 
Huntington Station, L. I., N. Y. 


Permatex Co. was founded in 
1909 in the Sheepshead Bay area 
of Brooklyn. Since 1951 the com- 
pany has been headed by C. A. 
(Pete) Benoit, son of the founder. 
Brooklyn born and bred, Benoit, 
like his father, resisted the idea of 
leaving the borough. But his office 
units and main plant were in four 
different locations. A second plant 
is in Kansas City, Kans. Decentra- 
lization was costing the company 
a fortune. What Benoit needed— 
and wanted—was a single location 
for his offices and his research 
laboratories. But he had a senti- 
mental attachment for Brooklyn, 
and he was fearful of losing many 
valuable employees if he moved. 

For months Benoit tried to find 
a single block of offices large 
enough to provide the space 
Permatex needed. But Sheeps- 
head Bay is noted for seafood, not 
for modern office buildings. Once 
or twice Benoit thought he'd 
found the answer, but the cost of 
remodeling would have been ex- 
orbitant. Finally, and reluctantly, 
Benoit purchased a site in Hunt- 
ington Station, a nearby suburb of 
New York on Long Island. Here 
Permatex’s research laboratories 
and office and administrative staffs 
are housed in a new building. The 
Brooklyn manufacturing plant re- 
mained, as did the Kansas City 
operation. 

Benoit’s fears turned out to be 
completely unfounded, as he is the 
first to acknowledge: “What I 
thought would be liabilities proved 
to be major assets.” 

All but two of Permatex’s key 
employees followed the company 
to Huntington Station. Surprising 
to Benoit: most families had 
wanted to move to suburban Long 
Island, and had stayed in Brook- 
lyn only to be close to their work. 


AUGUST 1957 


Benoit’s second major fear, that 
competent workers would be diffi- 
cult to find on the Island, was 
equally baseless. “Not only are 
trained people easier to hire, but 
our labor turnover here is negligi- 
ble; in Sheepshead Bay it was a 
factor we thought unavoidable.” 

Total cost of the building, in- 
cluding decorating, was less than 
the expenditure would have been 
for remodeling space in Brooklyn. 
“And this way,” says Benoit, “we 
have things exactly as we want 
them.” 

Benoit maintains that having 
actual production remain in Brook- 
lyn and Kansas City poses no prob- 
lems. Only the top policy-making 
engineer is in Long Island; others 
are on the job in the plants. 


Mail Order Problems 


“Mrs. Dorothy Damar,” one of 
the largest mail order companies 
in the East, is also one of the three 
companies controlled by David 
Margulies. The other two: Damar 
Products, Inc., which manufactures 
and distributes kitchenware and 
household appliances, and Around- 
the-World Shoppers Club, which 
has handicraft items shipped di- 
rectly from foreign countries to 


more than 150,000 subscribers 
throughout the U. S. 
These three businesses _ pre- 


viously occupied a total of 35,000 
square feet of space in three sep- 
arate buildings in Elizabeth, N. J. 
A move to nearby Newark gave 
them 60,000 square feet on a single 
floor. Advantages of the move in- 
clude tripling the  order-filling 
capacity, and reducing the order- 
in to order-out time relationship 
an average of 28 hours. 


“Consclidation of our operations 
has given us greater economy, 
greater efficiency, and has_ in- 
creased the morale of our people,” 
says President Margulies. “Also,” 
he added, “we estimate that our 
executives are saving about 1,200 
hours a year that they had spent 
shuttling between buildings.” 


Marchant Calculators, Inc.: Man- 
ufacturers of automatic calculators. 


Before: Twelve separate buildings 
in Oakland, Calif. 


After: New, single-unit plant and 
administration building in Oakland. 


In the crowded native quarters 
of cities in Asia and the Orient, 
you sometimes see the shell of a 
new house taking shape around 
the exterior of the old house. 

That, in the broadest sense, is 
what Marchant Calculators, Inc., 
is currently doing in Oakland. 

Under construction is a 510,000- 
square-foot plant and administra- 
tion building, planned to permit 
an additional 132,000 square feet 
of expansion space. While Mar- 
chant is not actually building the 
new plant over the roofs of its old 
buildings, the company is utilizing 
some of the same land. Within its 
area, the “new” site encompasses 
one of Marchant’s two main plants 
and some small, subsidiary struc- 
tures, while the other main plant 
is located only a mile away. Mar- 
chant’s total floor area in its pres- 
ent facilities amounts to 206,000 
square feet, less than half of what 
will be available in the new build- 
ing, exclusive of expansion space. 

Marchant’s decision to build 
practically on its own doorstep was 
based primarily on two facts: 1) 


. . . but employees followed Permatex to suburban area. 
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This Baltimore Business Form 
may be all the Automation you need/ 


Salesman writes order, invoice, deliv- 
ery receipt, accounts receivable and 
auditing copies all at one time! This 
Handyset Form (above) is automation- 
in-disguise for many thriving business- 
es. Designed with the help of a Balti- 
more Business Forms expert, it’s 
helping many companies reduce clerical 
errors and operational costs. It even 
cuts the cost of the printed forms them- 
selves. It’s delivered with carbons 
inserted and ready for writing. At 
point of sale, salesman not only makes 
original record but the delivery receipt 
and invoice as well. No transcribing 
errors, no wasted time making invoices 
. .. your overall operation is stepped 
up and simplified. 


Many other time and 
money savers available 


New hand-written forms are being 
designed every day by Baltimore Busi- 
ness Forms “system planners.’’ Take 
advantage of their years of experience. 
Have our local representative check 
your operation for new cost-cutting 
methods, through better business forms 
planning! 


Call or write for FREE samples 


Free samples and recommendations are 
yours on request, no obligation. Call 
your Baltimore Business Forms repre- 
sentative listed in the Yellow Pages 
or write direct to: THE BALTIMORE 
BusINEss Forms Co., Dept. A, 3142 
Frederick Ave., Baltimore 29, Md. 


The Baltimore Business Forms Company 





(THE BALTIMORE SALESBOOK COMPANY) 
Saving time and reducing costs in business and industry 


HANDYSET ONE-TIME 





(Circle number 765 for more information) 
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a large proportion of employees 
have been with the company for 
more than half of its 46-year his- 
tory, and Marchant did not want 
to risk losing them; 2) the com- 
pany already owned some land ad- 
jacent to its present buildings. 

Marchant officials listed for MM 
some disadvantages of their pres- 
ent multi-building setup. They are: 

1. Duplication of producticn, 
maintenance and_ utility equip- 
ment. 

2. Production engineering, the 
tool room and machine repair shop 
have been remotely located from 
the assembly operations. 

3. The duplication of personnel, 
facilities and services—maintenance 
shops and janitorial staff, industrial 
engineering and production con- 
trol activities, supervisory person- 
nel, quality control groups, ship- 
ping and receiving stations, and 
burglar alarm, sprinkler supervi- 
sories, and plant guard systems. 

4. The necessity of operating 
two cafeterias, two first aid sta- 
tions, and inter-building mail and 
material truck delivery service. 

Marchant expects that the new 
plant will eliminate these disad- 
vantages while offering some con- 
crete advantages of its own. 

The better way 

Judging from the experiences of 
other companies, Marchant’s ex- 
pectations are well-founded. In 
every case investigated by MM, 
intelligently planned consolidation 
and relocation has more than paid 
its way. The disadvantages of a de- 
centralized, multi-building opera- 
tion are overwhelming in terms of 
wasted money and time. 

Business success today goes to 
the efficient, economical, smartly- 
run corporation. The company that 
started in one room 50 years ago 
and permitted itself to grow un- 
planned, acquiring space as it 
went, is operating under a severe 
handicap. Consolidation is not an 
easy decision to make and reloca- 
tion is often even more of a prob- 
lem. But the advantages far out- 
weigh the problems. 

Business growth can be most 
economically productive if it is 
planned, channeled, coordinated. 
Consolidation and relocation repre- 
sent one method of coordination 
that, while not simple, is probably 
the most effective. m/m 
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HERMAN WOUK: “A fresh, white sheet of paper is as beautiful to a writer and as challenging as a block of marble is to a sculptor.” 
Mr. Wouk, author of “Marjorie Morningstar,” is a Pulitzer Prize winner. 


Better papers are made with Cotton Fiber" 


*¥LOOK 


AUGUST 1957 


What do you value most in a paper? Beauty? Durability ? Dependable perform- 
ance? These historic qualities of cotton fiber papers are unexcelled by any other 
type. The fiber that goes into these papers, and the special equipment and proc- 
esses used in making them, represent quality papermaking at its best. You buy 
with confidence when you specify cotton fiber papers. 


YOUR SUPPLIER KNOWS... why papers made of cotton fiber (25% mini- 
mum to 100% in the best grades) perform better in a variety of uses. Ask him 
about cotton fiber business and social stationery, indexes, ledgers, onion skin and 


drawing, tracing, blue print and other papers. 






|e ee. 


PAPERS 


FOR “COTTON” OR “RAG” IN THE WATERMARK OR LABEL 


©Cotton Fiber Paper Manufacturers, 122 East 42nd St., N. Y.C 


(Circle number 766 for more information) 
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presents a new idea 
in office chairs 


e Styled by Raymond Loewy Associates 


e Individually Fitted 
for Day-Long Comfort 


Here, for the first time, is an office chair that 
combines the most efficient functional design with 
sleek, smart, styling. And it’s a Do/More chair— 
with Do/More’s exclusive posture features that 
insure so much more healthful working comfort 
for every employee. 








Completely adjustable to user’s physical proportions 
New contour-molded, foam cushioned seat and back 
Enclosed, swivel mechanism 


Non-marring, plastic-sheathed back-piece. Non-marking 
ball-bearing casters with no-snag thread guard 
plate on wheel. 


Choice of fabrics 


For all secretarial and clerical uses 


Private Clerical Accountants 
ecretaries Bookkeepers 





Payroll Electronic 
Clerks Computers 


mail coupon for complete information 


DOMORE Chair Company, Inc. 2412 Sterling Ave., Elkhart, Indiana 
[_] Please send full information on Do/More Office Chairs 
company } address | 
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thought starters 


Thought Starters deal with “practical 
solutions to administrative problems.” 
The Editor invites contributions— 
which are paid for at our normal 
space rates. 


COMMUNICATIONS 


Telephone recording 
keeps all informed 


By Lucille Cumins 


Effective management-employee 
communication is a major problem 
in most industries. Since direct 
face-to-face contact on all levels is 
usually impossible, most firms have 
fallen back, with varying degrees 
of success, on bulletin boards, 
magazines and similar devices. 

One New Jersey company, how- 
ever, has found a novel, obvious 
and extremely effective medium 
to lick its internal communication 
problem—the telephone. 

At the U. S. Metals Refining Co. 
plant in Carteret, N. J., any one 
of the 1,800 employees can pick 
up his department phone, dial “8” 
and get a tape-recorded message 
telling what is going on around 
the plant. 

Each morning a new tape is 
prepared to dispense company 
news. There may be a safety talk, 
an item about some new machin- 
ery, news about a fellow worker's 
pending retirement or an addition 
to his family. 

During collective bargaining ne- 
gotiations a three minute summary 
tells the employee how the talks 
are progressing and what hap- 
pened in the previous day’s ses- 
sion. The summary is factual and 
is not slanted in any way. 

The telephone communications 
system at the Carteret plant is 
credited with producing a friendly 
and informed atmosphere for the 
plant’s workers. 


FURNITURE 


New desk combines 
safe, large work surface 

A safe, a desk and more than 
25 square feet of working surface 
have been engineered into one 
compact fireproof unit by the 
Shaw-Walker Co. The new desk 
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thanks 


to XEROGRAPHY... 





60 copies of a 50-page report in only 3 hours... 
each copy as sharp as the original 


Sally Jo is a happy girl today. She’s 
getting compliments from everyone. 
That new hair-do does something for 
her. So does that snappy outfit .. . 
And xerography makes her look good, 
too. 

What’s xerography? 

That would have been a fair ques- 
tion a few years ago when The Haloid 
Company first unveiled it. But today 
xerography is widely known—in busi- 
ness, industry, and government—as 
the world’s most versatile and eco- 
nomical copying process. 

If you’ve installed it at your plant, 
you know that paperwork duplicating 
of all kinds is no longer a problem. 

That’s why Sally Jo looked good 





WRITE for 
showing how xerography is saving time 
and thousands of dollars for companies 
of all kinds, large and small. 


proof-of-performance folders 


THE HALOID COMPANY 
57-56X Haloid St., Rochester 3, New York 


Branch offices in principal U.S. cities and Toronto 


today. The vice-president asked her 
if she could get him 60 copies of a 
50-page report in less than three 
hours. 

Impossible? Not with versatile 
xerography. She quickly had the nec- 
essary 50 offset paper masters pre- 
pared on XeroX® copying equip- 
ment, then had multiple copies run 
off on an offset duplicator. 

“Splendid!” 
“These copies look as crisp and fresh 
as yourself. They’re terrific, Sally Jo 

thanks to xerography. When I 


exulted the v.p. 


go into a meeting or send out a re- 
port, I want everyone else to have 
just as good a copy as my own. That’s 
what these are . . . each as sharp as 
the original.” 


The fastest, cheapest, most versatile way to make masters for duplicating 


Anything written, printed, typed or drawn can be quickly copied by 
xerography onto masters for duplicating. Copies in the same, enlarged, 
or reduced size can be made from one or both sides of the original 
material, by this dry, photo-exact, electrostatic copying process. New 
developments make xerography the one, all-purpose, fast and economical 
process for copying onto different types of masters for duplicating. 





HALOID 
XEROX 


(Circle number 768 for more information) 
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“All our girls are 


“crazy about it! 


... Says one Tickometer user 


And why not? It frees girls from dull, mechanical, repetitive 


work—is a tremendous time saver for any office. 


e The Tickometer can mark, stamp, date, cancel or 
code up to 1,000 pieces a minute—checks, cards, sales 
and production slips, tags, tickets, etc. Codes labels for 
product and distribution controls. Can be equipped to 
sign checks, and has innumerable applications. 

e It also counts so accurately that banks use it to count 
currency. It can be set for predetermined counts, or to 
register partial amounts or totals. It optionally does 
consecutive numbering. 


e It feeds automatically, stops for faulty items. Easy »/ 
to set, and easy to operate, without skill or previous 
experience. Pays for itself in time saved, extra efficiency, 
convenience, in any office—even when used infrequently. 
You can rent or buy one. Pitney-Bowes has 302 service 
points, including 103 branch offices coast-to-coast. 

e The nearest PB office will show you what a 
Tickometer can do in your office. Or send the coupon 
for free illustrated booklet and case studies. 


Pitney-Bowes 


lp 


Counting & Imprinting Machine 
Made by the originator of the postage meter... 
branch offices in 103 cities in U.S. and Canada 














P1tNEY-BoweEs, INc. 






4531 Walnut Street, ‘m 
Stamford, Conn. we 


0 Send free Tickometer booklet & case studies 


Name 


Address an 
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and its occupant fit comfortably 
into a space just 70 by 76 inches. 
The L-shaped structure (see 
picture) has a fire-file safe on the 
right pedestal and is equipped 
with five compartmentalized draw- 
ers on the left. There is knee room 
under both sections of the desk. 
The safe is built into two draw- 
ers instead of utilizing a door, and 
bears an Underwriters Laboratories 





One-Hour Label. A cashier’s fire- 
file, specially designed for sit- 
down use, can be substituted for 
the safe if the desk is to be used 
at point of contact with the public. 
Circle number 899 on the Reader 
Service Card for more information. 


PERSONNEL 


European scientists, 
engineers seek U. S. jobs 


A list of well over 100 highly 
qualified European scientists and 
engineers ready to accept employ- 
ment in the U. S. has been pub- 
lished by D'Agostino Associates. 

Summary background informa- 
tion on each individual is included 
in the list, which is broken down 
by specialist classifications. 

For a free copy, circle number 898 
on the Reader Service Card. 


TRANSPORTATION 


Rent-a-plane service 
now available 


The Hertz Corp., pioneers in au- 
tomobile rentals, have inaugurated 
a new rent-a-plane service. 

A wholly-owned subsidiary is 
currently issuing licenses to se- 
lected Cessna Aircraft Co. dealers 
to conduct rental plane operations. 
The aircraft will be available on 
both a charter and a “fly yourself” 
basis in major metropolitan centers 
throughout the United States. 

Qualified licensed pilots, as well 
as charter customers, will be able 
to rent a plane much in the man- 
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carries 1.D.P. Tape 
as part of your 


LITHOSTRIP 
o LITHOSET 


POCKET FORM 





Smart? You bet! Simple? Take a look! Per- 
fect transportation keeps your important 
1.D.P. tape safe and permanently identi- 
fied in the “mother form” unit. 

PREVENT lost, mis-filed or damaged tapes. 
SAVE costly filing and finding time. 
We'll make the pocket fit 1.D.P. TAPE or 
PUNCHED CARDS ... on the back of any 
copy in your Continuous or Unit Form sets. 


FREE POCKET FORM SAMPLES ON REQUEST. 


We engineer many types of office 
forms. CONSULT US. 
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Tae £elt) 
REGULARLY ADDRESS 
5 OR MORE CARTONS 


PER SHIPMENT... 





you can save money and avoid costly 
errors by addressing multiple shipments 
as a by-product of office procedure. 


AS A BY-PRODUCT OF OFFICE PROCEDURE 


You can prepare STEN-C-LABLS at 
the same time as your invoice, order or 
bill of lading, whatever your procedure 
or equipment—manual or electric ty-pe- 
writers, electric billing or accounting 
machines, Card-o-type, Teletype or 
Flexowriter. 


ADDRESS DIRECT TO CARTON, LABEL OR TAG 


Shipping department makes unlimited 
impressions with STEN-C-LaBL Appli- 
cator direct to PANL-LABL on Carton or 
to printed gummed labels or tags. All 
addressing errors, mis-shipments and 
repetitive writing are eliminated. 


THOUSANDS OF DOLLARS ARE 
BEING SAVED BY PRESENT USERS 


Write today for FREE BROCHURE 
showing detailed operations and 
actual installations of STEN-C- 
LaBL method of addressing mul- 
tiple shipments. 


STEN-C>LABL, INc. 


Dept. MM-8, 2285: University Ave., St. Paul 14, Minn. 
Protected U.S. Pat. No. 2,711,026 
(Circle number 771 for more information) 

















just published .. . 
and it’s yours FREE! 


NEW 116-PAGE ELBE CATALOG 


with six exclusive features 


(€LBe)_ 
GQ. 


Many new items 
ELBE Idea packed throughout 


Ge, Numerous special sections 


(In fact, it’s a 


encyclopedia in one compact volume!) 


WRITE DEPT. M-8 


ELBE FILE & BINDER CO., INC. 


One of America’s largest manufacturers of loose-leaf products! 


MASSACHUSETTS 


FALL RIVER, 


Helpful planning sections 
Easy-to-read format 


All-new illustrations 


virtual loose-leaf 
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How to hold your secretary! 


Let her work 


rc 





in comfort on this 





LOGO Hic. yhiorsd. Cain 


@We’re sure you'll welcome any opportunity to help 
your secretary feel better and work better. That’s why 
we urge you to accept a free demonstration of this 
popular Cosco Chair! Your Cosco dealer will be de- 
lighted to arrange such a demonstration . . . of this or 
any other Cosco Chair. Call him now, or mail coupon 
below, and learn how Cosco can help you keep your 
secretary .. . happy! 


Find your COSCO Office Furniture dealer in yellow pages of phone book, 
or attach coupon to your letterhead. 


HAMILTON MANUFACTURING CORPORATION, Dept. MM-87, Columbus, Indiana 


1 would like a free demonstration of the following COSCO Chairs: f 
(© Model 15-F Secretarial Chair © Model 18-TA Executive Chair 
© Model 20-LA Conference Chair 


Please send full information on: OP le , 
1) COSCO’s new “Director” Series Chairs with square tubing. 
( COSCO’s complete line of chairs, settees, sofas and occasional tables, 


itil tas acetic eg Mh dacs ah cceseciconativadaicds Dang bcshallcaiigesbphnoouoetnetioso 
ES eres Bees 


(| EEERPR ECS onan ne Se 
(Please Print) 








a Also available in Canada, Alaska and Hawaii through authorized COSCO dealers. 
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Model 18-TA 
Executive 
Posture Chair 


$49.95* 
($52.45 in Zone 2) 


Model 20-LA | 
Conference Chair 
$29.95* : 


($31.95 in Zone 2) 





t 


; 
4 
F 
S 


oe LO 


COSCO also offers comparable values 
in chairs, settees, sofas and 
occasional tables. 

Zone 2: Texas and 11 western states 


(Circle number 773 for more information) 


ner customary for car rentals. A 
customer will be able to make 
reservations at any Hertz office in 
the country to rent a plane at any 
other city. A nationwide credential 
system is being planned which will 
enable a qualified pilot to rent a 
plane without an__ individual 
“check out” preceding every flight. 
Universal check out cards will 
serve as credit cards, too, for both 
car and plane rentals. 

The service is scheduled to start 
in the Fall with 50 stations in 
operation. The company expects 
an annual volume of $2.5 million. 

For more information, circle num- 
ber 897 on the Reader Service Card. 


ARBITRATION 


Labor-management film 


available to executives 

An on-the-spot, unrehearsed _la- 
bor-management dispute is the 
subject of a training film now of- 
fered to business executives. The 
film was produced by the Ameri- 
can Management Association to 
show labor relations specialists, key 
managers and supervisors a typical 
arbitration hearing. 

AMA says “Arbitration: An Ac- 
tual Hearing of a Labor-Manage- 
ment Dispute,” has proved to be a 
valuable aid for pre-conditioning 
management personnel before ac- 
tual arbitration. Each copy of the 
film is accompanied by a leader’s 
guide containing complete script, 
a review of arbitration techniques, 
and other material helpful in build- 
ing a training program around it. 
The full purchase price is $195 (to 
AMA members: $130). Rental is 
$30 the first day, $10 for each addi- 
tional day. 

For more information, circle num- 
ber 896 on the Reader Service Card. 


SALESMEN 


Fuller Brush uses film 


to attract new salesmen 

Fuller Brush Co. uses color slide- 
films to recruit its new dealers. 
More than 500 of the firm’s. field 
managers are now equipped with 
films and projectors to carry the 
recruitment message right to po- 
tential employees. 

Titled, “An Opportunity for a 
New Career,” the 13-minute color, 
sound slidefilm covers three basic 
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EXPERIENCE ENGINEERED 


TIME TESTED 





MULTIGRAPH 


ultilith Offset 


USER ENDORSED 


M 








The duplicating method now accepted and used by 
468 of the 500 largest U.S. industrial corporations... 
and tens of thousands of smaller companies 


In each of these companies there was a problem to be solved—and Multilith 
Offset provided the answer—highest quality copies— widest range of appli- 
cation— greatest over-all economy of operation. 


Every business requires duplicated copies—office communications — business 
forms— promotional material—and systems paperwork. Only Multilith Offset 
can do so many types of work so well—regardless of the kind or size of 
business. Only Multilith Offset offers— 


e Complete lines of machine models and complementary equipment 


@ The world’s most valuable source of knowledge about the 
profitable application of modern duplicating methods to vital 
paperwork needs of business 








Shak PAPER + 
\ =e ® Years of practical experience in the development of new ideas 


= COMPAR SuSINgSS a and the constant improvement of product. 





Ask the nearby Multigraph field office to submit a no-obligation report on 
exactly where and how your business can save and profit with Multilith 
Offset—or write Methods Department, Addressograph-Multigraph Corpo- 
ration, Cleveland 17, Ohio, for a free copy of ‘Is Your Business Held Down 
by a Paper Wait?” 





Addressagraph-Multigraph 


PRODUCTION MACHINES FOR BUSINESS RECORDS 





© 1957 A-M Corporation eTrade-Marks 


SERVING SMALL BUSINESS—BIG BUSINESS—EVERY BUSINESS 


(Circle number 772 for more information) 
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Copy ledger size repe 








New THERMO-FAX “Fourteen” Copying Machine 
copies wide-width sheets by electricity alone... 
eliminates chemicals, negatives and liquids forever! 


Now you can copy full size 14x 17 inch ledger sheets, or tax 
reports, legal documents and special forms as well as routine 
office material in 6 quick seconds. The new THERMO-FAX 
‘‘Fourteen”” Copying Machine has 
an exclusive All-Electric process 
that is entirely dry. It e/iminates all 
chemicals, liquids or negatives. You 
get copies when you need them for 
as litle as 5¢ each. For details on 
this truly modern way to speed 
paper work in your office, send the 
coupon below right now. 





dthermo-Fax 


in 6 seconds 








eooucr Or 


e 
The terms THERMO-FAX and FOURTEEN are trademarks of Minnesota Mining & 
Mfg. Co., St. Paul 6, Minn. Gen Export: 99 Park Ave., New York 16, N.Y. In Canada: 
P.O. Box 757, London, Ontario. 

®@seanc™ 





Minnesota Mining & Manufacturing Company 
Dept. NK-87, St. Paul 6, Minnesota 


Send information on the new time and money-saving THERMO-FAX 
“Fourteen” Copying Machine. 


Name_ : gee 





Company___ peas 
0S ara Eee ee 








City peas Zone State 
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areas of interest to future dealers: 
profits, nature of work, and ad- 
visability of leaving present posi- 
tion. Also detailed in the film are 
such things as the type of territory 
available to Fuller’s dealers, and 
company benefits. 


NEW LITERATURE 


Booklet gives hints 
on offset reproduction 


A new booklet presenting valu- 
able hints and suggestions on the 
use of office-size offset equipment 
has been published by Mead 
Papers, Inc. 

The 24-page manual, titled “big 
results with office-size offset equip- 
ment,” touches on such subjects as 
preparation of copy, using artwork 
and photographs, varying type- 
faces and tricks and gimmicks that 
can dress up offset work. 

Tucked into a pocket on the 
inside back cover of the brochure 
are three “clip tip” sheets with an 
assortment of art, type and hand- 
drawn versions of words and il- 
lustrations most frequently used in 
office offset work. These, along 
with others which will be supplied 
on a continuing basis to anyone 
requesting them, are offered free 
of charge for reproduction. 

For a free copy, circle number 895 
on the Reader Service Card. 


Booklet aims at 
business tensions 


“The Worry-Go-Round,” _ illus- 
trated booklet issued by the Con- 
neticut Mutual Life Insurance Co., 
tells businessmen how to stop the 
more common causes of personal 
high tension. 

Studded with pertinent car- 
toons, the booklet dramatizes each 
potentially dangerous _ situation 
with a few words of explanation 
and some advice. Based on the 
theory that understanding is the 
beginning of self-knowledge, the 
booklet takes its theme from 
Plato’s comment, “So neither ought 
you attempt to cure the body 
without the soul . . .” 

“The Worry-Go-Round” is aimed 
at keeping ulcers away from the 
harried business executive. 

For a free copy, circle number 894 
on the Reader Service Card. 
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You Can Quickly Overcome the waste and inefficiences which 
are inherent with inflexible filing equipment. Crestline Files not 
only give you a size for every need —you can, when the need 
arises, substitute drawers for particular requirements—#in both 
letter and legal size cabinets. 

You will effect important savings with Security Steel Filing 
Equipment. Our New Crestline File Catalogue gives complete 
details. Send for it today. 











CRESTLINE FILING CABINET 
WITH SUBSTITUTE DRAWERS 





DOCUMENT DRAWER STORAGE DRAWER 








SECURITY STEEL EQUIPMENT CORPORATION 
515 Middlesex Road, Avenel, New Jersey 


Please send me the free CRESTLINE Catalog. 


Name___— = : SS 








Company —___— , ce 
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Before yielding to the desire to delegate a task to a 


subordinate, make sure you have a good reason for 


doing so. Here are some simple tests to apply when 


making your decision. 


what not to delegate 


by Dr. Donald A. Laird 


Industrial Psychologist 


EDITOR’S NOTE: This is the last of 
four articles on delegation by Dr. 
Laird, former head of the Psychology 
Department of Colgate Psychological 
Laboratory and director of the Ayer 
Foundation for Consumer Analysis. 


mums Theres one job 
the executive cannot delegate. It’s 
the task of deciding what is deleg- 
able and what is not. 

The major factor going into your 
decision may often be a choice be- 
tween the desire to ease an imme- 
diate burden promptly and directly, 
and a long-range goal of developing 
the capabilities of subordinates. 

Sometimes there will be a con- 


flict in the executive’s mind _ be- 
tween his desire for prompt results 
and his concern with the long-range 
interests of the organization. In 
such cases, the decision may have 
to be made with an honesty and 
objectivity that taxes ordinary hu- 
man attributes. 

But here is the over-all picture 
which will help you decide what 
and what not to delegate. 





When the objective is to ease your immediate burden, 


1. “Hangover” responsibilities that 
originated in other jobs, situations, 
crises, etc., if they have no direct 
relation to your current executive 
function. 


2. Recurring routine details which 
sometimes assume such relaxed, 


old-shoe comfort (compared to the 


50 


YOU SHOULD DELEGATE: 


headaches of policy-making) that 
you find yourself reluctant to pass 
them down the line. 


3. Routine decision-making. This is 
time-consuming for you; only ex- 
ceptional or troublesome decisions 
should come from the boss. Inci- 
dentally, delegating routine matters 


provides good training material for 
subordinates. 


4, Jobs that regularly consume big 
chunks of executive time, such as 
reports, meetings, entertainment, 
etc. If your presence is not needed 
for policy reasons, you can save 
your time (and once again enrich 
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your subordinates’ experience) by 
sending proxies to trade and pro- 
fessional meetings and by having 
preliminary research and writing on 
reports done by a subordinate. 


5. Functions you are least qualified 
to handle. Be frank enough with 
yourself to delegate in order to 


compensate for your own weak 
spots and shortcomings. 


6. Details you don’t like—provid- 
ing you can find someone who does. 
By giving people the jobs they en- 
joy, you get not only better work, 
but a number of by-product advan- 
tages, including better morale and 


better support from your people. 


7. Duties that tend to under-spe- 
cialize you—if your aim is to nar- 
row your own duties and to concen- 
trate in a desired technical field. 


8. Duties that tend to over-special- 
ize you—if you are aiming for a 
broader managerial career. 





However, when your objective is to ease your immediate burden, 


1. Activities for which you cannot 
define a goal. In all likelihood they 
will prove to be meaningless, ob- 
solete or both, and consequently 
should be eliminated altogether. 


2. Any job detail which has to do 

with such essentially executive 

functions as: 

= Setting objectives for the com- 
pany, division, department or 
office for which youre respon- 
sible. 

® Organizing subordinates into an 
efficient team. 

® Motivating and communicating 
with employees through planned, 
face-to-face contact. 


YOU SHOULD NOT DELEGATE: 


® Checking and analyzing results 
as guides to future plans. 

® Developing subordinates in job 
skills and routine decision-mak- 


ing. 


3. Duplicating responsibility in 
which the delegatee is permitted to 
feel that he’s been given a minia- 
ture of the chief's position. As a 
safeguard, set a definite goal with 
clearly defined boundaries, such as, 
“Run down the reasons for these 
rejects and let me know what you 
think we should do about it.” 


4, Disciplinary power. Make cer- 
tain the delegatee understands he 


is expected not to use threats or dis- 
cipline to reach his objective. 


5. Decision-making which involves 
objectives of the firm or of your 
own particular sub-unit. 


6. Decision-making which involves 
inter-plant or inter-departmental 
relationships, future plans or large 
numbers of personnel. 


7. Complete responsibility. Re- 
member that obligation for satis- 
factory performance runs back di- 
rectly to the one who made the 
delegation. Delegating a job doesn’t 
mean “dumping” it. 





Now, if your objective is to develop employees, these are the kinds of jobs 


1, Tasks that add to skills or mold 
attitudes of the individual. If you 
haven't duties in your own position 
to delegate for this purpose, make 
them available by rotating job 
elements from employee to em- 


ployee. 


2. Tasks that will provide more 
variety in the employee’s job. This 
will help to prevent some of the un- 
fortunate consequences that often 
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YOU SHOULD DELEGATE 


result from job over-simplification. 


3. Tasks that contribute to “whole- 
ness.” These are the duties that 
bear some relationship to what the 
worker is already doing, so that the 
act of delegating will serve to pro- 
duce a better-rounded “job pack- 
age.” 


4, Jobs involving enough challenge 
to stimulate an employee, but 


avoid delegating tasks of such com- 
plexity as to baffle or frustrate him. 


5. A sequence of jobs on which 
you feel sure the employee will do 
well. This helps him develop by 
providing an increasingly challeng- 
ing task each time he has mastered 
one of less complexity. 
Delegating, logically, should be 
a welcome form of activity among 
executives—yet many still find it a 














































Have You Heard About . . Have You Seen 


CONVOY “Chem-Board’’* 


RIGID, PERMANENT, INEXPENSIVE 
record storage FILES 









Chem-Board Storage Files are perma- 
nent. They cost and weigh about 50% 
less than steel; cost less than some cor- 
rugated paper files. They’re shipped 
assembled, ready for use. 

NOW-—smooth, staple-free 
fronts make them suitable 
even for “front-office” use. 
Available in letter, legal, 
check, deposit slip, tab card 
and many other sizes. 


*CHEM-BOARD IS RIGID- 
IZED CORRUGATED BOARD 
PROCESSED TO REMARK- 
ABLE STRENGTH. 


CONVOY, Inc. 


STATION B, BOX 216-M 
CANTON 6, OHIO 
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VISUAL CONTROL PANELS 
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WMVENTORIES 
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SISPATCHING | 





MACHINE LOADING | 
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Chart Action, Indicate Trends, 
Permit Comparison, Organize Facts 
for Analysis and Decision. 


Complete flexibility with limitless signal- 
ling and charting possibilities . . . Easily 
adapted to your individual records. 


Lightweight panels contain clear plastic 
tubes which are individually removable 
and may be shifted from one position to 
another ... Clarity of tube provides full 
legibility of contents. 


Ask the man from Acme for examples. 


ACME VISIBLE RECORDS, INC., Crozet, Virginia 
(1) Send us more facts on Visual Control Panels 
(] We are interested in Acme Visible equipment 














for. records. C-857 
Company Attention a 
Address 
City Zone State 
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difficult, distasteful hurdle to clear. 
The two most common reasons for 
this seem to be: 1) executives have 
qualms about relinquishing duties 
they feel are important to people 
whom they believe are less well 
qualified than themselves; or 2) 
they inwardly shudder at the 





possibility that the subordinate 
may do a better job than they 
have done. 

Notwithstanding the qualms and 
the shudders, there is no way to 
avoid the fact few men have suc- 
ceeded in management without 
mastering the art of delegation. m/m 





Try psychoanalyzing your own job 


Put your job on a couch once in awhile. Walk around it, 
look at it from several angles. You'll find you can cut it 
down to manageable size by spotting some of the details 
that can be properly delegated. 

The form below shows how a hypothetical sales manager 
reorganized his own position. 
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BREAKDOWN OF POSITION 


To locate details that should 
be delegated 


Position. SALSIMANRAQRE. en Tee Date. FGA: . LIFTZ....05. 
Goal, or objective. AFPGLERSES Sales. Of. OY, Mere ee cccccccccccce 
eka MM AI, na csoinivernsvcnvssenrensias 
Is general goal being reached? Mnest—hit Safes. costs. are, “ip 
What I do Why I do it? Subordinates Subordinates 
able to do who could be 
this for me trained to 
now do it 
(Plan territories Gue.cachmana Doran... Seott... 
= oes Cantata far. chame, yee 
ime —M a. challenge, ... 
2. Adjust.Custames' Rekain.geed. cull 
complrinls—_earSpaut lestre profil 
3. Weekly lether. —_ keep.them.vformel 
Ze. Saleamen.. of emg te gush 


4, Supemie. fidd Servite. to ’ 
sbaed custorsecs ( ave. up-Tacn this, beak 


S.belp plan ten! Keep customarapoen| (Atk cane tamed, bu! 
Produck aed of Compeers 
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Why your best customer 
just gota busy signal 


When customers phone, they want you—not a busy 
signal. But, if your switchboard is jammed with in- 
side calls, outside calls have to wait. 

A p-A-X business telephone system is the answer. 
P-A-X is your own private dial telephone system for 
calls within your organization. It is fully automatic 
... entirely independent of your switchboard. Leaves 
your present board free to handle outside calls swiftly 
and efficiently. 

Good things happen when you install p-a-x. Time 
is saved. Employees dial their calls, right from their 
desks—instead of walking to other offices. Executives 
get action—instead of ‘Sorry, no lines.’”’ Customers 


phoning in get you the first time they call. 


There are no toll or rental charges for p-A-x. You 
own the system. And it soon pays for itself. 

We'll be glad to send you an interesting case his- 
tory brochure that tells how P-A-x is saving impor- 
tant money daily in a business like yours. Write 
today for your copy. Automatic Electric Company, 
Northlake, Illinois. Jn Canada: Automatic Electric 
Sales (Canada) Ltd., Toronto. Offices in principal 
cities. 


Pp A X business telephone systems 


AUTOMATIC <== ELECTRIC 


e 
A member of the Generali Telephone System — 
One of America’s great communications systems 
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Even if you need a center-city location, renting space in a modern 


skyscraper may not be your only answer. The firm described 


here makes a business of building skyscrapers—but turned 


to an old, small brownstone in establishing its new headquarters. 


Here’s the why and how of its do-it-yourself approach. 


How to unmask 


the value of an old building 


me Most = business 
firms feel obliged to use their own 
products, but not Diesel Construc- 
tion Co. 

Diesel Construction is one of 
New York’s major building firms; 
it has general contracted some of 
Manhattan’s most glittering new 
office skyscrapers. But in establish- 
ing its own headquarters, the firm 
seems to have spurned its own 
handiwork by settling in a remod- 
eled version of one of New York's 
traditional old brownstones. Chair- 
man Erwin S. Wolfson, an enthusi- 
ast for modern office facilities, feels 
his firm has good reasons for mak- 
ing the unique move. 

When the initial search for a 
new headquarters location was re- 
cently undertaken, officials of Die- 
sel Construction realized that a 
vertical office arrangement would 
best suit their operation—a floor-by- 
floor setup to separate architec- 
tural and engineering functions, 
construction divisions, clerical cen- 
ter, and executive offices. But a 
study showed that only about 10,- 
000 square feet of space was 
needed in all. It was evident that 
such a small amount of vertical 
space would be virtually impossi- 
ble to find in one of the huge new 
skyscrapers. 

The acquisition of a narrow, old, 
five-story apartment building at 24 
W. 58th St. solved the special 
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space problem. In addition, it pro- 
vided a convenient midtown loca- 
tion, an important requirement 
for the firm. 

Once the building was pur- 
chased, a striking transformation 
began. Today nothing remains of 
the building but its foundation 
and structural elements. 

With a slick new facade, a com- 
pletely revamped interior, full air 
conditioning, and modern decora- 
tive techniques, the building pro- 
vides both a functional headquar- 
ters and some ingenious design 
features that seldom fail to impress 
visitors. 

In the executive area of the 
building, Mr. Wolfson developed an 
office and private secretarial suite 
that allows the space to be used 
separately or in combination. A 
sliding walnut panel serves as a 
divider and a splayed ceiling rising 
to a height of 15 feet provides a 
feeling of spaciousness. 

The face-lifting job cost more 
than the purchase price of the 
building. Chairman Wolfson, how- 
ever, feels the expenditure is more 
than justified by the result: “Now 
we have exactly what we want, 
where we want it.” 

Diesel Construction Co.'s offices 
were planned by Howard Snyder, 
architect. Interiors were designed 
by Michael Saphier Associates, 
Inc., and Intramural, Inc. 
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BEFORE: Just the right amount of 
vertical space and an excellent mid- 
town location off Fifth Ave. were the 
virtues that attracted Diesel Construc- 
tion Co. to this old brownstone on New 
York’s 58th St. 


AFTER: Diesel Construction’s remodel- 
ing job made this beauty more than 
skin deep. All that remains of the old 
building is its foundation and struc- 
tural elements. Remodeling included 
full air conditioning. 
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DESIGN FEATURE 


Diesel Construction’s new conference room is an example of the changes made in the building—and a 
striking example of the trend toward living room-like design in modern executive suites. The small garden 
terrace is reached through sliding glass doors. Adjoining the conference room are a kitchen and dress- 
ing room. Thus, the area can be used not only for entertaining and catered business luncheons, but as a 
convenient town apartment for Chairman Wolfson. 


Chairman Wolfson’s private office is simple and functional, but 
warm in design. The draperies of brown and beige set the mas- 
culine decorative theme. Walls and carpets are beige, the desk 
chair is brown leather, and the two visitor chairs are upholstered 
in beige and black. Two club chairs in burnt orange provide the 
accent color. 
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A sliding walnut panel connects Chairman 
Wolfson’s office with his secretary’s. The 
combined area features a splayed illumin- 
ated ceiling at a height of 15 feet. Open- 
ings in three different types of ceiling dif- 
fusers control the intensity of the light. 
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General and Sales Offices: 
HOLYOKE, MASSACHUSETTS MT. OLIVE, ILLINOIS 


MANIFOLD PRINTERS SINCE 1888 


of better tab forms. 


LITHOGRAPHY MEANS ACCURACY. 
Only modern lithography gives critical 
spacing and controlled registration neces- 
sary for today’s Tab forms. Lithography, 
plus the latest photo-typesetting methods, 
offers the ultimate in unrestricted form 
design. 


CONTROLLED MANUFACTURING pre- 
vents interruption in form use. Hano 
papers eliminate the bugaboo of form usage 

. shrinkage and stretch. Specially for- 
mulated carbon papers insure maximum 
legibility and minimum smear. Users are 
assured of fast, uninterrupted feeding. 


CUSTOM FORMS, STANDARD TAB, 
IMPRINTS and 27 Stock Tab forms make 
sure you always have the right tab form... 
at the right time. Hano litho quality is 
today’s best answer to tab form problems. 


Hano’s new special Litho Tab 
presses and collating equipment 
are now producing the quality 
forms necessary for today’s high- 
speed form writing. See samples 


~ 


Warehouse and Branch Fiant 
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sales ideas 


How fo sell 


BY 
DIRECT 
MAIL 


EDITOR’S NOTE: With sales costs zooming all across the 
business board, the direct mail campaign, long a stepchild 
of advertising, is assuming new importance. Companies are 
discovering that, properly used, direct mail is highly profit- 
able for all kinds of products and services. The following 
article is based largely on material in a booklet entitled, 
“How to conduct a direct mail campaign,” issued by E. |. 
du Pont de Nemours & Co. For a free copy of this useful 
booklet, circle number 892 on the Reader Service Card. 


uum It is possible that direct mail may 
not be the answer to your sales problem, but don’t 
dismiss the idea without careful consideration. 

Many firms, caught between high production and 
high sales costs, have turned to direct mail more or 
less in desperation—and have found it an invaluable 
aid in solving sales problems. 

Direct mail can be employed in a variety of ways, 
but the two primary uses are 1) to sell a product or 
service to the receiver of the mailing piece with no 
other sales effort, and 2) to use mailing pieces to 
“soften up” a potential customer for the salesman’s 
personal visit. 

Obviously, techniques must vary for each of the 
two goals, but certain basic rules remain the same. 
There are, of course, a number of firms that have de- 
veloped the planning of direct mail campaigns into 
a specific advertising art. But whether you're think- 
ing of retaining such a firm or doing-it-yourself, there 
are several factors to keep in mind. 


1. What do you want to achieve? 


Do you want the recipient of your mailing piece 
to simply become aware of your firm’s existence, or 
do you want him to buy your product or service by 
mail—or from one of your salesmen who will contact 
him later? 
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Do you hang your clothes 
. e 
on a hickory limb? 
Has your sales campaign got tired blood? If so, 
y , 
a simple or imaginative direct mail sales 
effort may be just the tonic needed to 
a 
pep it up right now. Whether you make art 
supplies or zoo cages, experience shows 
that direct mail selling can add to your profit. 
ee 
2. What do you have to say? 
2 A direct mail campaign is the most personal type 
j of advertising you can use. Never use it unless you 
» have something pertinent to say. A safe bet is to pre- 
" tend you are actually talking to your potential cus- 
. tomer face-to-face. You wouldn't waste his time (or 
) yours) unless what you had to say was important. A 
4 mailing piece should have the same pertinence as a 
! wee P 
personal visit. 
3. Whom do you want to reach? wrap rack 
If you're selling the best fishing rods in the world, 
and your mailings go to skiers, they won't be inter- i 
y ested and they may “go away mad.” You must get of course: 
A your material to the people it concerns. 
There are companies that prepare mailing lists on 
d virtually every conceivable classification. Addresses of 
a everyone from artists to zoologists are available. Costs MOR hew tenia the een ew on 
will range from 1% cents to 80 cents per name and en clit Cesbdneiliiniity cin maaan teal 
up, depending upon the size of the list, availability 4* and trim they hang on the Borroughs Wrap 
4 of the names and the rapidity of obsolescence. : Rack. Rainy fall days will soon be upon 
d us — and there’s nothing worse for coats 
or 4. When do you want to reach your potential = than bunching them together, wet, on an 
4 customers? , old fashioned clothes rack . . . they stay 
0 : “« ”» « » ll day, d hapel d 
6 Several long-held theories on “good” and “bad Bg fag Me Sing < AI a hs 
times to send out direct mail have been scotched by dine ts tenes cutie ‘ek, hn alk te oie a 
1e a 10-year study conducted by Kiplinger in W ashing- line. There are 3 standard sizes to accommodate 6, 9 or 
4 ton, D. C. For example, the day of the week on which 12 coats and hats. The 9 and 12 models are available in 
“i direct mail goes out is no longer important, nor is it double face units — and “add-on” units can be added. 
* necessary to avoid holidays or “special” days such as Rigid steel construction, welded for added strength. 
% election day or income tax deadline days. No correla- Choice of 4 colors — Fall Tan, Gray, Spring Green, Dark 
tion was established between results and weather or Green. See your local office furniture dealer. If he does 
re the month the campaign was initiated not have Borroughs Wrap Racks in stock, he can quickly 
However, the Kiplinger study involved only non- grt Gone Or 9. 
seasonal materials; if you're selling gardening tools 
is or Christmas cards, the time of mailing obviously will 
wa affect the results. 
by 
Ways and means 
ict ue ; : 
You've decided what you want to achieve, what you 
(Circle number 781 for more information) 
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Swifty, thrifty 
numbering 
machine 


Handles most every of- 
fice numbering job 
quickly, inexpensively. 
Automatic — consecu- 
tive, duplicate, repeat; 
6-wheel capacity. 
Sturdy frame, easy ac- 
tion, smooth operation. 
Prefixed letter wheel 
when desired without 
\, extra cost. 
























Nine stock com- 
binations, all at 
one low price! 
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WM y & CO., Incorporated 
ea 216 Nichols Ave 
sy Brooklyn 8, N.Y 
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THE FRENCH DEPUTIES ROARED 
As the Bill to.allow women to 
vote was up for a roll call and 
one member pleaded: ‘‘Everyone 
knows there is only a tiny differ- 
ence between man and woman!'' 


NOW! You will Also Cry: 
“*VIVA LA DIFFERANCE 


When You Compare 


the Old Style 3/g” =< 
Index Tabbing with \- 


ond” idl 1/3” Typerite INDEX TABBING! 


The Difference is Only 1/24” 
"" Y_"! The Thickness of a Thin Dime! 

< BUT YOU SAVE 56°, TYPING TIME 
The Tabs & Inserts Are Typewriter Spaced! 
COMPARATIVE SIZES sa gaol rg space lever, no soft 
Shown Above. Note 

how the differance is FREE! If you are still buying the old-fashioned 


hardly noticeable. ¥%"' Size, write Dept. 30 today for 
Free Sample and Insert Strips of the new 4’’ Size. 


























44-16 23rd St., L. 1. City 1, N. Y. 
INDEXES 426 S. Clinton St., Chicago 7, Ill. 
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= FORMULA 
FOR DIRECT MAIL LETTERS 


One of the most famous direct mail formulas took years 
to develop and is now being used by dozens of prominent 
writers of direct mail letters. The steps in this formula are: 


1. Promise a benefit in the first paragraph. 
2. Enlarge upon that benefit. 


3. Tell the reader specifically what he can expect of 


your product or service. 


4. Tell the reader what he stands to lose if he doesn’t 


act now. 
5. Incite action now. 


6. Conclude with a P.S. rephrasing the headline or 
opening thought. 





have to say and whom you want to reach—now what? 

Your mailing envelope should contain your “per- 
sonal” letter to the recipient and whatever enclosures 
are necessary to tell your story. While the covering 
letter can be omitted, its omission destroys that per- 
sonal touch, the very thing for which you are striving. 

Keep your letter: 

® Friendly—not effusive, presumptuous or insin- 
cere, just friendly. 

= Clear—don't assume that your reader has the 
same background knowledge that you have of your 
product or service. 

= Simple—don'’t turn “literary”; don’t try for some- 
thing “better” than ordinary conversational speech. 
We use the words we do every day because experi- 
ence has taught us that they express our meanings 
most quickly and understandably. 

™ Concise—you can be concise and still write a 
three page letter; just be sure you tell your whole 
story but nothing more. 

One other thing to keep in mind is this: watch out 
for the shock opening. Humor in a direct mail letter 
is fine if it’s humorous. But remember that your letter 
will be going to a great many people; some of them 
laugh at one kind of joke, some at another. It’s safer 
to steer clear of attention-getting gimmicks—the at- 
tention may not be the kind you'd like. A light touch 
—if it is directly tied in with your message—may, 
however, provide the reader with a welcome break in 
his routine. 

While your letters should be fairly conservative, you 
can go as far as you like—and can afford—with your 
enclosures. They can be booklets, brochures, leaflets 
or stuffers. To achieve variety you can vary enclosures 
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by changing their dimensions, method of folding, type 
of paper, typography, color and illustrations. 

You can use unusual materials, gadgets, samples, 
transparencies, pop-up folders, perfume-impregnated 
paper, and a multitude of other devices designed to 
attract favorable attention. 

A word of warning: don’t make your enclosures so 
tricky that the recipient remembers only your clever- 
ness and not your message. 


How much is enough? 


According to the National Sales Executive Club, 
80% of all sales are made after the fifth call. Thus 
an average direct mail campaign should employ five 
or six separate mailings. As many as 10 may be nec- 
essary, but rarely is a one-shot “campaign” worth the 
time or the effort. 

Remember that direct mail is no cure-all, but that 
taken as a remedial tonic, it can pep up the tired 
blood of sagging sales. 


asl 
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Text book for market researchers 


MopERN MarkeT ReseEarcu, A Guide for Business Execu- 
tives, by Max K. Adler. Philosophical Library, Inc., New 
York. 1957. 158 pp. $4.75. 


This comprehensive text is designed, in the words 
of its author, to explain “market research to the ever 
increasing number of businessmen who have made 
use of it or consider using it in the future.” 

Intended to help management personnel answer 
basic questions about market research, the volume 
analyzes such problems as what should be expected 
in return for the investment made in a market survey, 
what costs are involved, the function of the research 
firm, processing data, the role of market research in 
our economy, the use and size of the sample, etc. 

A series of charts, liberally sprinkled throughout the 
book, help the reader evaluate the points made by 
the author. 


How to make a work sampling study 


Work Samp.inc, by Robert E. Heiland and Wallace J. 
Richardson. McGraw-Hill Book Co., New York. 1957. 
243 pp. $6. 

Here is a comprehensive, “how-to” treatment of 
work sampling—a highly flexible, economical method 
for work measurement. The book is self-sufficient so 
that even someone unfamiliar with the technique can 
now conduct a study. It explains the theory, furnishes 
the necessary statistical information, and gives clear, 
step-by-step instructions for planning, carrying out, 
and interpreting a study. 

In addition to the few applications previously rec- 
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Distinction is earned 

not bought! Forty 

years of sound engineer- 

Tale Melaloim old-tel tolamaelariiatiasiela 

seh -Mam Xo] dal-to Mim =1-al i telalmm olaeleltlar: 

a distinct reputation for quality 

performance and dependability 

Those who want real office comfort 

and prestige quality 
Bentson ! 


. always buy 


sX-Sabe tela mmo l-to]{-14- Me] ol old-elloh(-Mn i al-Maole 
WZelatcele{- Me) mam ol gele (Ula Moll Silalailola Mmmm Aal- 
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meet exacting customer requirements 








Distinctive quality for the 
receptionist, clerk or top ex- 
ecutive. Available in a wide 
range of decorator'’s colors 


‘to enhance the beauty of 


any office 


Desks, tables, modular units 
and filing cabinets, with 
matching companion pieces 
are available in a variety 
of styles, top sizes and func- 
tion for any office need 


All. Bentson desks feature 
interchangeable drawers 
with optional drawer ar- 
rangement. Rigid construc- 
tion throughout — double- 
walled box drawers and re 
inforced framework 


Bentson files make clerical 
work easier. Smooth drawer 
operation on ball bearing 
cradle suspension. Models 
available with or without 
thumb latch or general lock 


Write for our 
new catalog 
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The BENTSON Mfg. Co. 


AURORA 3, ILL. 


for more information) 
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SOAK UP 
OFFICE NOISE 


WITH LOW COST, MOVABLE 


SOUNDEX PARTITIONS 


Both sides absorb sound in thick, acousti- 
cal spun glass. Easily set up, easily moved. 
Available in five heights. Write for free 
catalog or see us in Sweet's AF 222 








° 
2417 Eastern Avenve, Grand Rapids, Michigan 


(Circle number 786 for more information) 


VEEDER-ROOT 


VARY-TALLY 


gives you as many counters 
as you need for control 
of product-uniformity 






Production figures by 
types of units . . . compara- 
tive test results . . . inven- 
tories, estimates, traffic and 
quality control checks .. . 
basic business data of all kinds is readily obtained with 
Vary-Tallies that are assembled to your 
exact needs. Spacious key on each counter 
makes “keyboard counting”’ easy, fast, ac- 
curate. For bulletin and prices, write: 


VEEDER-ROOT INC. 
HARTFORD 2, CONN. 
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ognized for work sampling, the authors show that it 
is equally valuable as a method of work measurement 
to a surprisingly large number of other fields, even 
non-repetitive work, they point out. It shows how to 
cut clerical, maintenance, materials handling, and 
service personnel costs. It can be used to measure 
economically office work, machine accounting, con- 
struction operations, drafting departments, and _ hos- 
pital and department store activities as well as factory. 


Testing an economic theory 


INDUSTRIAL TAX-EXEMPTION IN PuERTO Rico, by Milton 
C. Taylor. The University of Wisconsin Press. Madison, 
Wis. 1957. 172 pp. $3.50. 

This comprehensive case study of tax subsidies for 
industrializing underdeveloped areas uses as its base 
Puerto Rico, “the only area within the economic and 
political complex of the United States in which it is 
possible for mainland entrepreneurs to obtain a vir- 
tually complete tax holiday for a limited period of 
time.” 

Industrial tax-exemption, as a method of attracting 
industries to locate and produce in heretofore under- 
developed areas of the world, has grown into a lively 
political issue in some nations. While it has been given 
much credit for Puerto Rico’s industrial growth in the 
post-war years, there are those public finance officials 
who regard the policy as inequitable and ineffective. 

In this book, Mr. Taylor, who was consultant to 
the Government of Puerto Rico in 1952 and 1953, 
studies and analyzes the effect of this policy on the 
island. 


An aid to impulse buying 

THe SELLING Power oF Packacinc, by Vernon L. 
Fladager. McGraw-Hill Book Co. New York. 1956. 144 pp. 
$3.50. 

The continued rise of “self-service” distribution has 
increased the importance of good packaging as a 
profit factor in business, says author Fladager, an ac- 
count executive of D’Arcy Advertising Co. 

Surveying the field and citing the revolutionary ef- 
fects that packaging can have on sales, Mr. Fladager 
discusses the growth of self-service retailing, the 
changing consumer, the importance of integrating 
packaging with advertising and promotion, the rising 
stature of the package designer and the advisability 
of pre-testing new packages. 

The book is designed to provide both business exec- 
utives and promotion specialists with an understand- 
ing of how management can help solve some of its 
key problems with packaging. 


Computers—what they can do for you 
CoMPuUTERS: THEIR OPERATION AND APPLICATIONS, by 
Edmund C. Berkeley and Lawrence Wainwright. Rein- 
hold Publishing Corp., New York. 1956. 366 pp. $8. 

Here is a book that illustrates and describes in 
down-to-earth terms the techniques and equipment 
of automatic computing. 

The book can serve as a practical guide to exactly 
how computers work and the jobs they can do. All 
of the basic elements of digital, analog and miniature 
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Major General J. D. O’Connel!, Chief Signal Officer, U. S. Army, and Lt. Col. 
H. E. Nestelrode, a member of General O'Connell's staff, compare size of 
blueprints with that of microfilm aperture cards which will be furnished to 
selected Signal Corps installations 


PUTTING ENGINEERING DRAWINGS 
IN “MICROFILM WINDOWS” 
SAVES $500,000 PER YEAR 


FORT MONMOUTH, N. J. 


An ingenious idea—the use of 35mm Recordak Micro- 
film in small aperture cards—does away with bulky 
blueprints . . . may well change engineering habits the 
world over. 


Working with the U. S. Army Signal Corps in this 
revolutionary project at Fort Monmouth is the Recordak 
Corporation, Subsidiary of Eastman Kodak Company. 
Its recent discoveries in microfilming techniques and 
quality control 
allow the use of 
low-cost 35mm 
Recordak Micro- 
filminstead of 70mm 
or 105mm micro- 
film. Its trained 
personnel, using 
specially designed 
equipment, handled what looked like an impossible job 
with relative ease. 





“Will save days and weeks 
in issuing defense contracts” 


All in all, some 700,000 Signal Corps drawings, prints, 
and specification sheets—all sizes, all ages, all colors—are 
being reproduced uniformly on Recordak Microfilm. 
(Signal Corps requirements specify that the background 
density of the filmed images be controlled within the rigid 
tolerances of 1.0 and 1.2 on the A.S.A. neutral density 
scale.) Duplicate microfilm copies are then made from the 
‘‘master’’ negative and mounted in the aperture cards. 
These ready-to-use records are forwarded—in place of 
blueprints—to the U.S. Army Signal Supply Agency and 
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Short cuts with Recordak Microfilming 


Latest report on how this low-cost photographic process is simplifying routines 
for thousands of business concerns and government agencies 





Signal depots throughout the world. Thousands of dollars 
are saved on mailing costs alone. 


More importantly, this new system lets the selected 
installations keep hundreds of thousands of records at the 
fingertips in compact, uniform card files. Makes it possible 
to check any item immediately in a Recordak Film Reader 

. . or make an enlarged paper print right on the spot. 
Delays of days and weeks in the repair of equipment 
and the procurement of essential defense items are 
eliminated by having records on hand. 


New system hailed by engineers, draftsmen 


Industry has been quick to see the advantages of this new 
Recordak System which, for the first time, allows superb 
reproductions of 
large, complicated 
designs on 35mm 
microfilm . . . and 
subsequent paper- 
print enlargements 
without loss of de- 
tail. Already many 
well-known com- 
panies have con- 
tracted for or 
are investigating 
Recordak’s service. 
A new free folder 
describes in detail 
how you can save 
engineering time, 
reduce costs, im- 
prove quality. Just 

mail coupon. No obligation whatsoever! 
“‘Recordak”’ is a trademark 


SRECORDERK 


(Subsidiary of Eastman Kodak Company) 





Recent Recordak discoveries in 35mm micro- 
filming make new system possible 


originator of modern microfilming— 
now in its 30th year 


«eo eeee MAIL COUPON TODAY....-- 
RECORDAK CORPORATION 
415 Madison Avenue, New York 17, N. Y. 


Send free booklet on Recordak Engineering 
Drawing System. No obligation whatsoever. c-8 
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Training Center, Socony Mobil Oil Co., Socony Mobil Building, N. Y. C. 
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Custom built for Socony 
Mobil Oil Co., this 
HOWE Folding Table 
has Formica top and 
edge. 


1room does the work of 3 
-- with new, custom-built 


HOWE FOLDING TABLES 


Custom-built HOWE Folding Tables help Socony Mobil 
Oil Co. make multi-purpose use of valuable floor space. 

HOWE Folding Tables provide the good looks of fine 
furniture. They fold and unfold in seconds, can be 
handled by 1 man, help meet the frequently changing 
workspace requirements of a multi-purpose room 
set-up. 
FREE! Make more efficient use of valuable floor 
space with HOWE Folding Tables. For free informa- 
tion, write for illustrated folder today. 

Custom Division 


HOWE FOLDING FURNITURE, INC. 
1 PARK AVENUE, NEW YORK 16, N.Y. 


| HOWE FOLDING FURNITURE, INC., Custom Division | 
| 1 PARK AVENUE, NEW YORK 16, N.Y. MM-87 


Please send me your free, illustrated folder describing 
custom-built HOWE Folding Tables. 





My name Title 








Address 








| 
| 
| 
| Company__ 
| 
| 
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computers are fully explained. Also covered are sub- 
jects such as computer reliability, limitations and 
maintenance. 

One section covers the present and potential ap- 
plications of computers among business firms. Other 
sections include: a convenient checklist of computer 
characteristics; a listing of books, periodicals, papers 
and organizations offering further information on all 
aspects of automatic computing machinery; names 
and addresses of organizations from which automatic 
computing equipment may be bought or rented; a 
large glossary of terms and expressions used in the 
automatic computing and allied fields. 

Although the book does not deal exclusively with 
business applications for computers, administrators 
will find answers to many of their questions here. 


Working with digital computers 


DiciraAL CoMPUTER PROGRAMING, by D. D. McCracken. 
John Wiley & Sons, Inc., New York. 1957. 253 pp. $7.75. 


This volume treats the down-to-earth details in- 
volved in actually working with digital computers. In 
clear and logical terms, it discusses many of the points 
that are especially troublesome to beginners, and 
builds a sound understanding of programing by 
means of a lucid presentation of its basic fundamen- 
tals. Its coverage is far more comprehensive than that 
provided by instruction manuals for specific com- 
puters, yet is on a more practical level than the broad 
surveys written primarily for non-users of computers. 

To implement his approach, the author has devised 
a mythical computer combining elements from a num- 
ber of different models currently on the market. Ac- 
cordingly, the book is eminently suitable for use when 
there is no computer available for practice and dem- 
onstration. Where a specific machine is available, the 
applicable parts of the book can be read with profit, 
along with the large portion of text material that is 
relevant to any machine. 

This book is one of a series written by General 
Electric authors for the advancement of engineering 
practice. 


How to handle an interview 

Tue Dynamics OF INTERVIEWING, by Robert L. Kahn and 
Charles F. Cannell. John Wiley & Sons, Inc., New York. 
1957. 368 pp. $7.75. 


Successful interviewing requires both a thorough 
understanding of the psychological forces at work in 
the interview situation and skill in the use of specific 
techniques. In The Dynamics of Interviewing, the 
authors analyze thoroughly the forces which motivate 
the interviewer and respondent, describing the con- 
tributions of each to this interactional process. 

They describe in detail how to motivate the re- 
spondent, formulate questions, design questionnaires, 
and probe for information. The recordings of actual 
interviews which the authors have included give you 
practical examples of the application of these tech- 
niques. 

The book contains rating scales, too, which enable 
the reader to evaluate his skills in this increasingly 
important information-getting method. 
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uses ADP to speed its orders, 


invoices and reports 





The Company’s previous order-processing 
system was slow because of a large number 
of manual operations. Automated Data 
Processing produced a fast-moving and 
accurate system built around Flexowriters, 
tapes with necessary codes, and Moore forms. 
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DESC SCORE REVERSE BALE 


Master tapes furnish the constant informa- 
tion for each Order. As each Production 
Order is typed, another cable-connected 
Flexowriter prepares a Route Ticket. Simul- 
taneously, a tape is punched (asa by-product) 
and is used to feed information to still another 
Flexowriter for an invoice-typing operation. 
This also produces, as a by-product, a sta- 
tistical tape which is the starting point for 
sales analyses, salesmen’s statements, and 
other statistical reports. 


O 
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The system has eliminated delays, key- 
punching (and verifying) and manual 
typing of invoices. Control and quick infor- 
mation are positive assets. The Moore man 
helped in the design and construction of 
Moore Marginal Punched Continuous Forms 
to fit the ADP system: an 8-part Produc- 
tion Order; a 13-part Route Ticket; and 
a 7-part Invoice. 





- 





If you would like to read the 
details in this booklet, write on 
your Company letterhead to the 
Moore office nearest you. 





=e 
MOORE BUSINESS FORMS NS 


NIAGARA FALLS, N.Y. * DENTON, TEX. + EMERYVILLE, CALIF. 
Since 1882 the world’s largest manufacturer of business forms and systems. Over 300 
offices and factories across U.S., Canada, Mexico, Caribbean and Central America. 
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The time you save — 





may be your own! 





YOU'LL DUCK HOURS OF PAPER WORK WHEN YOU HAVE A KODAK VERIFAX COPIER 


IKE TO get away early today? Or 
would you just like more time to 
think? Try the pencil trick, used by 
thousands of busy executives to speed 
communications and lighten the office 
load. Works like this: when a letter 
asks questions—jot the answer in the 
margin and mail a Verifax copy as 


Price quoted subject 
to change 
without notice. 






ONLY $148 .. . Kodak’s new Verifax 
Signet Copier makes 5 copies in 1 min- 
ute for 244¢ each . . . gives you dry, 
ready-to-use copies, as accurate and 
long lasting as the original. It’s a com- 
pletely different copier. 


your reply. When a report refers to 
several departments —jot again... 
send each a Verifax copy. 

Big break for your secretary, too. 
Saves her pages of dictation and typ- 
ing. Takes her only 1 minute to make 
5 Verifax copies of anything you 
hand her. Cost: just 2%¢ each. 
Chances are your savings the very 
first month will pay for your Kodak 
Verifax Copier. 


Yerifax Copying 


DOES MORE...COSTS LESS... MISSES NOTHING 





a a a a a a a a a a MAIL COUPON TODAY ———————— : 
EASTMAN KODAK COMPANY, Business Photo Methods Division 


343 State Street, Rochester 4, N. Y. 


Gentlemen: Please send free copy of Don Herold’s 
new booklet “How I Learned the Verifax of Life.” 197-8 


Name 


Position 


Free . . . new Don Hercld booklet. 


Famous cartoonist-humorist offers a 
painless treatise on latest office tech- 
niques—describes the 101 short cuts 
Verifax copying has brought to thou- 
sands of offices - How to answer mail 
without dictation and typing - How to 
do “all-day” retyping jobs in 20 min- 
utes + How to make an offset master in 
1 minute + Just mail coupon. Or phone 
Verifax dealer listed in “yellow pages” 
under “Photocopying Machines.” 





Company. 





Street 








City. State 
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Automatic processing data 
used in structural design 


Automatic computing meth- 
ods have been adapted by 
the Austin Co., Cleveland, in 
connection with the design of 
the firm’s standard H-section 
welded trusses. 

This is thought to be the 
first time automatic data pro- 
cessing methods have been 
used in connection with struc- 
tural design of roof trusses. 
The company plans to explore 
the use of electronic com- 
puters to obtain the masses of 
data needed by engineers in 
the solution of other problems. 

In 15 minutes, an IBM 
Type 650 magnetic drum data 
processing machine processes 
as much truss loading data as 
one engineer can normally 
prepare in about two months 
of work. 


Field workers’ paychecks 
sent via telephone wire 


An electronic computing 
machine combined with long 
distance telephone transmis- 
sion lines has made it possible 
for a construction company to 
produce paychecks for field 
workers by remote control. 

The system is being used by 
F. H. McGraw & Co. of Hart- 
ford, Conn. to make out 


checks for 200 employees 
working in Brewton, Ala., 


1,300 miles 
home offices. 

Under the setup the pay- 
master on the Brewton job 
transmits by tape-fed tele- 
typewriter necessary data, in- 
cluding names, social security 


from the firm’s 
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numbers, deductions, hours 
worked and rate of pay, to 
the Hartford office. Each day 
the employees’ records are 
sent over the wires at a rate 
of 75 words per minute. 

In Hartford the information 
is transferred by machine onto 
IBM data cards, ready for in- 
sertion in an electronic cal- 
culator or computing machine. 

At the end of the week a 
card with all of each em- 





McGraw President Clifford Strike trans- 
mits first check to Brewton. 


ployee’s salary computations is 
inserted into a small machine 
that automatically transfers 
the data to a tape. The -per- 
forated tape, representing the 
200 paychecks, is then ready 
for transmission to the jobsite. 

At Brewton the paymaster 
inserts a roll of blank check 
forms in his teletype and 
stands by to watch the com- 
pleted checks come through. 
All that remains is for him to 
sign and distribute the pay- 
roll. 

The system is expected to 
be put into effect on other 
McGraw construction jobs in 
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PIERCING 
THE TIME 





Time . . . @ precious com- 
modity used in new dimen- 
sions by the most reliable 
name in time equipment... 
STROMBERG 


for complete details on modern 


KEEPING 
TIME § SAVING 


EQUIPMENT 
RECORDING 







write 


TIME 


Thomaston, Connecticut CORPORATION 
a RHE TRE RR NRE 
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Home Study Course 
In Programming 
Business Computers 


A home study course, the first and only 
one of its type, is being offered by Busi- 
ness Electronics Inc. Designed for people 
without technical training or experience, 
it is based on a similar course members 
of the firm developed and are teaching 
at a large University. 


Students are taught to develop and pro- 
gram electronic systems for business 
problems such as Payroll, Accounts Re- 
ceivable, Inventory Control, etc. for a 
theoretical electronic computer called 
BEC. 


BEC was designed for instructional pur- 
poses and includes the best elements of 
commercially available computers. The 
knowledge the student gains from BEC 
can be applied to any computer. ‘‘Pro- 
gramming for Business Computers” pro- 
vides an opportunity for the student to 
study at home at his own convenience 
for only a few cents a day. 


Free brochures describing the course 
are available upon request from Busi- 
ness Electronics Inc., Educational Divi- 
sion, 420 Market Street, San Francisco 
11, Calif. 
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Now! 


oOmptometer 


a simple 
multiplying. 
10-key 
listing 
machine 





new features 
make figuring easier... 


NEW Multiplication Key—electric short cut 
multiplication . . . even prints both factors 
and answer on two easy-to-read lines. 


NEW High Speed —220 cycles per minute. 
Over 30% faster than most other 10-key list- 
ing machines. 





















NEW Dual-Purpose Lever—converts from 
multiplying to straight adding. 11-digit list- 
ing—13 totaling capacity. 


NEW Color—smart ‘‘Autumn Tan." Easy on 
the eyes—blends with modern office decor. 


NEW Variable Space Control —adjusts for 
single or double spacing. 


AE 


NEW More Flexible Keyboard —accepts new 
figures faster. 


Plus these wanted features — Exclusive Auto- 
matic Visi-Balance Window —Single Cycle 
Keys—Portability—Two Color Printing—Quiet 
Rotary Action—Streamlined Styling —Con- 
cealed Paper Roll. 


COMPTOGRAPH 
“220M” 


Add up the features: You'll know why 
there’s greater speed and accuracy—lower- 
cost operation—with Comptometer Comp- 
tograph ‘‘220M.”' It’s the world’s finest all- 
electric 10-key listing machine. Prove it on 
your own work. FREE. Mail Coupon today. 


3 a : . om =) a a — 1 — lel onl OT: s 
omptometer lg Moles —i tole oS etl vam ean 


| Comptometer Corporation 
_ 1712 N. Paulina St., Chicago 22, Ill. 
In Canada: Canadian Comptometer, Ltd. 
501 Yonge Street, Toronto 5, Ontario 
(CO Arrange free office trial for me on: 
(0 Send me literature on: 

( Comptometer Comptograph ‘‘220M” 
(0 Comptometer Customatic 

(0 Comptometer Commander 














: Name = 
New Comptometer Custom- Comptometer Commander — ; 
| atic ~World’s ly oe way to insures accuracy in dicta- FUT anna nnn anna anne enna 
figure . now faster than tion. Lifetime Magnetic belt 
ever. Ty it FREE on your’ | saves far more than machine ACTOS. nanan nnn eee 
own work, See for yourself. costs. See for yourself. i City Zone....State 
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the near future, cutting down 
on the fixed costs involved. 
President Strike estimates the 
system will greatly enhance his 
firm’s competitive position. 


New electronic typewriter 
creates and reads paper tape 


Remington Rand has intro- 
duced an electronic punched 
tape typewriter that creates 
and reads the paper tape that 
activates other equipment and 
wire communications systems. 

The machine can be used 
as an ordinary electric type- 
writer, preparing source docu- 
ments, during which opera- 
tion it automatically translates 
everything (or selected data) 
the typist writes into a 





punched tape for later auto- 
matic processing. When fed 
punched tape prepared by 
other machines, it automati- 
cally reads and types out the 
information at a rate of 120 
words per minute. 

Available in three basic 
models—a tape punching unit, 
a tape reading unit and a unit 
that does both operations—the 
new machine can be adapted 
to a variety of data-processing 
programs. 

It is no larger than a stand- 
ard typewriter and simple to 
operate. Applications for the 
new equipment in all types 
of business include purchase 
order writing, accounts pay- 
able (automatic check writ- 
ing), payrolls, production or- 
ders, quality control and parts 
inspection, etc. 

For further information cir- 
cle number 893 on the Reader 
Service Card. 
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Collating costs slashed 


with the Macey Collator 


The Macey Collator takes over a boring, tedious 
task...ends wasteful diversion of high priced office 
people from their jobs, avoids overtime and the 
expense of extra temporary workers. Two-thirds of 
the users report savings of 80% or more, with 96% 
saving 50% or more. Even for infrequent use, it is 


¢ Assembles items of varied sizes 
and weights, ranging from onion- 
skin to one-eighth inch board. 

¢ Fully automatic. Suction feed 
gives positive control of every 





sheet. Sets are automatically 
checked for thickness; faulty 
material stops machine, and signal 
light shows point of stoppage. 

* Handles sheets as small as 3 by 5 
inches; and as large as 12 by 17 
inches, depending on model. 

¢ Easy to load. Has large 
capacity, about 3000 sheets 

of letterhead weight. 

* Available in 4, 8, 12 and 16 
Station models. 

* Has optional extras—stacker, 
oscillating delivery unit, and 
wire-fed stapler. 

* Pitney-Bowes service from 

302 cities, coast to coast. 


a real economy and welcome convenience. 

It will assemble up to 3000 sets an hour with 
accuracy, efficiency... gather items of assorted size, 
thickness, finish...speed delivery and distribution 
of all your printed material, including bulletins, 
forms, price lists, records, catalogs, and manuals. 
It can be used by office people without special skills, 
and easily set up without tools. 

Ask the nearest Pitney-Bowes office to make a 
survey of your collating needs, without obligation 
...and learn how the Macey Collator can serve and 
save for you. Or send coupon for free illustrated 
booklet and case studies. 















ag te 
Sold and serviced by 


Pitney-Bowes, Inc. 


Originator of the postage meter... leading 


© 


maker of mailing machines... with 
102 offices in U.S. and Canada. 








Site 


i Y 
i PITNEY-BowEs, INC. : 
‘ 4504 Crosby St., Stamford, Conn. j 
: Send free illustrated booklet and case studies on I 
i the Macey Collator: I 
I I 
I Name I 
i i 
I Address I 
! I 
I I 
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*/ love my New Order Desk, | 
! find or file an Order or a 
Master in Seconds! 
My Boss is in better humor, too. 
Before | was on my feet as much 
as at my desk” 








WASSELL CORRES-FILE ® 
ORDER DESKS 
give finger tip control of all records. 
Cards and correspondence or orders 
can be mixed. All records instantly 
available. PATENTED 


Gree DESCRIPTIVE CATALOG 


Effective Tools for 
Effective Management 


f 


WASSELL ORGANIZATION, INC. 


vy 





Phene Westport, CA 77-4111, & cond coupen 
Please send free Booklet on ORDER DESK | 
| MEL SS S05 0G N05 6545 b0less400s 6655800 vosecess | 
PD <0 cis 64.00 80 css boCe sb SE LENA ee bedese l 
! IES ae sche sib isc cic iREciseei0 bins osek mM | 
ee ae 1 
he e<tnctesmmeyerrsexins | 
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‘You Get Things Done With 
Boardmaster Visual Control 





yy Gives Graphic Picture of Your Operations 
—Spotlighted by Color 

yy Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 

yy Simple to operate—Type or Write on 
Cards, Snap in Grooves 

yx Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

yx Made of Metal. Compact and Attractive. 
Over 150,000 in Use 


Complete price $4g9°° including cards 


FREE 24-PAGE BOOKLET NO. M-300 
Without Obligation 
Write for Your Copy Today 
GRAPHIC SYSTEMS 
55 West 42nd Street @ New York 36, N. Y. 
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How to trim telephone costs 
(Continued from page 35) 


man examines the proposal, quick- 
ly paying for his time. Here are a 
few specific ideas: 


a2.) ee 


rr 
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1. The problem of the absent 
executive. 

A frequently used, expensive de- 
vice is the “cut-off key.” The man 
activates the key when he leaves 
the office. His telephone bell is dis- 
continued and his secretary's tele- 
phone rings. This also insures him 
against interruption by a telephone 
bell when he has important visi- 
tors. Disadvantage: he is very apt 
to forget to reactivate the key upon 
returning to his office. Result: in- 
completed calls because his secre- 
tary does not know he has re- 
turned. Alternative solution: install 
an extra bell at the secretary’s lo- 
cation which rings when the execu- 
tive’s telephone rings. Usually, 
there is no charge made by the 
telephone company for the extra 
bell. If the bell rings three times, 
the secretary knows the man either 
is away from his office or prefers 
not to take the call. She answers 
with his name. No cut-off key rental 
is necessary. 


2. Question the use of “hold” 
relays. 


It is often necessary for a person 
at one telephone to answer calls 
coming in on other telephones. 
Most installations include a “hold” 
key, which requires an expensive 
“hold relay.” On questioning, you 
may discover that the person 
equipped with this deluxe equip- 
ment never uses the hold key, 
merely using the buttons to an- 
swer the other calls. 

On the other hand, if the person 
must hold one call while using an- 
other line to get requested informa- 
tion, the hold relay is important. 


3. Eliminate inter-communica- 


tion lines. 
This extra-cost feature is conven- 
ient when a man wishes to com- 
municate directly with his secre- 
tary without dialing her extension 


number. If you rent a Bell System 
PBX dial telephone exchange, how- 
ever, you can achieve the same re- 
sult by dialing one digit after press- 
ing your secretary's buzzer button. 
This clears the dial tone from your 
line and gives you private conver- 
sation together when she presses 
her button connecting with your 
line. This requires rental of the 
necessary button and buzzer unit, 
but most executives use such units 
anyway. 

4. Eliminate lighted buttons. 
Many of your executives may view 
the lighted buttons on their tele- 
phones as a mark of prestige. They 
are also the mark of a high rental 
charge for the extensive relays in- 
volved in various lighted equip- 
ment arrangements. In general, if 
one person can see or hear another 
person talking within a small of- 
fice, it is not necessary to have a 
lighted button for the same pur- 
pose. In contrast, where a secre- 
tary serves a major executive and 
cannot determine whether he is 
using certain of the telephone lines, 
a lighted button is very helpful. 
Such equipment is also desirable in 
sales or purchasing departments 
where answering the wrong line 
may cause customer or vendor 
difficulty. 

>it 
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5.» Check for unused buttons. 
There is always a tendency to 
over-equip a man with buttons 
connecting to other lines. The tele- 
phone engineer should ask about 
the utilization of equipment and 
make sure that one person must 
immediately talk on telephone calls 
received by others. On such occa- 
sional calls it is easy to flash the 
operator and have the call trans- 
ferred, thus eliminating rental of 
the connecting button. 


6. Discourage personal calls. 

Such calls are reduced by connect- 
ing “restricted” telephones which 
will not respond to the out-dial 
digit (“9”). Also, it is effective to 
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ask the operator to record names 
of those who ask for an “outside 
line.” Adequate pay stations lo- 
cated conveniently throughout the 
factory and office will also de- 





crease message-unit charges for 
personal calls made through local 
exchanges. 

If you need to provide modern 
dictating equipment for increasing 
numbers of “light” dictators, inves- 
tigate the telephone dictation fa- 
cilities now available for renters of 
PBX equipment. Your local tele- 
phone company, working in coop- 
eration with major dictating equip- 
ment manufacturers, can build the 
necessary relays and equipment 
into your PBX system (MM, 
Oct. ’55). 


Operating suggestions 

The time of those using the tele- 
phones is an important item in tel- 
ephone expense. The following 
suggestions expedite transacting 
telephone business, even if they 
have no immediate impact on ren- 
tal fees. 





1. Use a buzzer code. 


If you are connected with your 

secretary by buzzer, a code con- 

serves time. Possible suggestions: 

One buzz: “Please come to my 
office.” 

Two buzzes: “Take the incoming 
call on my line.” 

Three buzzes: “Pick up your phone 
—I want to talk to you.” 

Four buzzes: “This so-and-so _ is 
staying too long—come in and 
remind me of an appointment!” 


2. Use your secretary's line 
when dialing outside calls on 
your telephone. 

This frees your line for incoming 

calls. If your line rings, you can 

interrupt your call, or you can use 
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your buzzer code to tell the secre- 
tary to answer your line. 

If your secretary’s number is con- 
secutive to yours, “rotary” service 
may make her telephone ring when 
yours is “busy.” By using her line on 
your outside calls, your own dis- 
tinctive bell rings at her position, 
and she can answer with your 
name instead of hers. Example: 
“Mr. Brown’s office,” instead of 
“Miss Smith.” 


3. Use your cradle button to 
transfer calls. 
It is always faster to flash your 
switchboard by slowly pushing the 
cradle button than to contact the 
switchboard by dialing “O” on an 
adjacent line after you have 
pressed the “hold” button to hold 
your call. This also avoids your 
interrupting someone who may be 
using another line. 





4. Stay on the line for long 
distance calls. 


Direct dialing now used on most 
calls permits fast completion. If 
you place the call, hang up and 
then leave your desk, the resulting 
toll charge will be increasing while 
the operator is locating you or 
ringing you back. It is good man- 
ners to be available when your 
called party answers. 


Telephone manners, in general 


1. Sereening calls. 


Is there really any reason why you 
shouldn’t take your own calls di- 
rectly instead of asking your sec- 
retary to determine the identity of 
the caller? At Lincoln Electric, the 
chairman of the board takes his 
own calls without screening, ex- 
cept when involved in conferences. 
So does every other executive. The 
occasional mis-directed call is 
speedily re-routed. No time is 
wasted for our callers, and the 
man with legitimate business is 
connected directly without delay. 
The next time a young lady 
gives you the business about* 
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WORKSHOP FOR MANAGEMENT 


Use* this new book to see how 
more than thirty top executives 
and management consultants save 
time, money, and personnel with 
electronic office systems. 


Each method, each application 
has been proved in practice. You 
learn exactly how to get the re- 
sults — how to eliminate the mis- 
takes that other companies ex- 
perience in their own electronic 
office operations. 


From “giant brains’? to the 
smaller electronic systems — 
WORKSHOP FOR MANAGE- 
MENT gives you ready-to-use 
information that gets more ef- 
fective use from electronic equip- 
ment like UNIVAC, BIZMAC, 
IBM 650, and the BURROUGHS 
E101. 


Partial Listing of Contents 


% How to get maximum savings 
with electronic office equipment 

% How to organize your company 
for an electronics operation 

% How to speed up effective use of 
electronic office procedure 

% What to expect in performance 
from electronic office systems 

% How to staff for electronic office 
operations 

% How to solve the personnel prob- 
lems involved in using office 
electronics 


SEND FOR YOUR FREE 
EXAMINATION COPY TODAY 
Use coupon below 


MANAGEMENT PUBLISHING CORP. 
Room 4, 22 West Putnam Avenue, 
Greenwich, Connecticut 
Please send me, for a 5 day FREE EX- 
AMINATION, a copy of ‘‘Workshop for 
Management.”’ Within 5 days I will either 
send payment for $19, or return the book 

without obligation. 


Name 
Address 
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class by itself! 


New York. 


RIBBONS AND CARBONS 


SILK GAUZE ° 
RAINBOW ° DH&D 
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Counts 


Discerning secretaries everywhere— 
whether they're typing for the com- 
pany president or Poseidon—want 
the impression they create to be the 
correct one! That’s why so many of 
them look to Columbia ribbons and 
carbons for that something extra that 


puts their office correspondence in a 


Columbia Ribbon and Carbon 
Manufacturing Co., Inc., Glen Cove, 


COMMANDER 


TITAN 


“Who's calling?” try this phrase: “I 
am not permitted to give out that 
information!” In most cases, you 
will find a startled silence at the 
other end of the line and a quick 
connection to the man you should 
have reached in the first place! 


2. Secretarial handling. 


When you are out of your office, 
does your secretary do her best to 
render service to your caller? If a 
visitor comes to your reception lob- 
by, does she actually greet him in 
person, determining whether she 
can refer him to another person or 
secure information herself which 
may be helpful to him? Careful 
secretarial handling of telephone 
calls builds goodwill and increases 
profits. How many times has a 
young lady telephoned the follow- 
ing phrases when you have in- 
quired about her boss: “He hasn’t 
come in yet,” or “He’s not back 
from lunch yet”? Then there is that 
lovely one: “He’s gone for the 
day.” All of these frequently-heard 
phrases have one thing in common: 
they reflect improperly upon the 
boss. No company can afford to 
have such reflections upon _ its 
managerial staff. Consequently, we 
believe it is important to run regu- 
lar training sessions for telephone- 
answering personnel to make sure 
they know the correct, courteous 
ways of handling telephone in- 
quiries. The Ohio Bell Telephone 
Co. does an expert job along these 
lines. A popular and regular fea- 
ture of our employee training work 
is a session conducted by a skilled 
young lady from the telephone 
company. The meeting includes a 
movie, voice recording and play- 
back, and a discussion of proper 
answering phrases for all varieties 
of situations. 


3. Telephone service surveys. 


Did you realize that your tele- 
phone company may be willing to 
privately observe 50 calls, telling 
you just how those calls were han- 
dled by your telephone-answering 
staff? At Lincoln Electric, our chief 
operator welcomes this check on 
the quality of service being ren- 
dered by her staff. The executive 
in charge of telephones receives 
this important information, too. 
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4. Adequacy of trunk lines. 


The telephone company is glad to 
make a “busy study” to indicate 
how many times your callers have 
received busy signals on your trunk 
lines. Similarly, a special meter can 
be attached to your outgoing dial 
trunks. It indicates how many 
times people inside the company 
have received a busy signal when 
attempting to dial an outside call. 
Surveys such as these can be help- 
ful in measuring the adequacy of 
your telephone service. They help 
determine whether you might be 
losing business because people are 
unable to reach you promptly. 


5. Telephone intrusions. 


Before we leave this subject of 
manners, let’s review an_ experi- 
ence common to most of us. For 
days we have waited for a chance 
to see an important businessman. 
We have prepared our material. 
We recognize the importance of 
his time. We are ushered into his 
presence, but after the first 30 sec- 
onds his telephone rings. Some 
gentleman who has not prepared 
his material and who has not wait- 
ed for days has gained immediate 
access to this man via a telephone 
intrusion. While we sit and waste 
valuable time we listen to our ex- 
ecutive spending his time and ours 
on a matter which could have been 
handled easily by a memorandum, 
a letter, or even a referral to a 
subordinate. 

What should we 
this? 

First, that when it is difficult to 
arrange appointments with a busy 
man it may be much easier to 
transact our business by telephone, 
particularly if the gentleman 
prides himself on answering all tele- 
phone calls. 

Second, that if we should be in 
the position of the executive con- 
ducting the interview, we should 
have the courtesy to let our secre- 
tary answer the telephone, offer- 
ing to have us call back when we 
are free. There is nothing more 
annoying to a visitor than constant 
telephone interruptions. 


learn from 


6. Answering delays. 


If time is money, then we should 
respect our callers’ time by answer- 
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TODAY’S PAPERWORK 
IS TOMORROW'S 


PERMANENT RECORD... 


MAINTAINED BEST 
WITH FILMSORT 


The staggering volume of paperwork 
produced daily by the nation’s clerical 
workers becomes, in most instances, 
a matter of permanent record. The 
problems of maintenance and refer- 
ence to these millions of records are 
multiplied annually. 

Filmsort, combining microfilm 
with card filing systems, provides the 
ideal means for handling large-volume 
active files. Microfilm alone, utilized 
for permanent records is the greatest 
space-saving medium available today. 
The unitization of filmed documents 
in Filmsort Aperture cards or Jackets 
makes possible the application of 
manual or mechanized indexing 
and sorting methods for filing and 
reference purposes. Modern photo- 


® 


graphic and photocopy units provide 
means for instant reproduction of 
microfilmed documents direct from 
the film when paper copies are re- 
quired. 

All of the elements of a practical 
system for the maintenance of large 
volume records are present in the 
Filmsort system—at savings to your 
company in space, time and person- 
nel. Space conservation permits keep- 
ing files available at convenient loca- 
tions—reference time is held at a 
minimum. 

Don’t permit your daily volume of 
paperwork to become a filing prob- 
lem. Maintain your permanentrecords 
with filmsort— the system that makes 
microfilm practical for active files. 


FILMSORT DIVISION 
DEXTER FOLDER COMPANY 
A Division of Miehle-Goss-Dexter, Inc. 
Pearl River, New York 
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fully qualifies me for position as 
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Chief Industrial Engineer 


Currently serving as vice president 
of a firm of consulting engineers, 
my training, background and _ ability 
qualify me to fill the post of Chief 
Industrial Engineer, Assistant to the 
Works Manager or Staff Consulting 
Engineer. 


Actively engaged in solving indus- 
trial enginering problems for the past 
16 years, including affiliations with 
prominent consulting firms. Thorough 
knowledge of operating budgets, train- 
ing and supervising personnel, or- 
ganization, planning and administra- 
tion. 


Capable of immediately assuming 
full responsibility for administration 
of the industrial engineering group 
of a large hard-line consumer manu- 
facturer or as assistant to chief 
manufacturing executive in a medium 
sized organization. Eminently quali- 
fied to plan and administer manu- 
facturing programs for  produet 
changes, production scheduling, ex- 
pansion programs and cost control. 


Sure. And safes don’t wear out, do they? 
Beware! If that rugged looking safe of yours 
doesn't carry the Underwriters’ Laboratories 
label, it might prove to be an incinerator 
when a fire comes. And 43 firms out of 100 
losing their records in a fire never reopen 
Don't chance it! Keep your records in a 
Meilink A label safe. There is no safer safe 
in the whole wide world. See your Meilink 
dealer or write for folder to Meilink Steel 
Safe Company, Toledo 6, Ohio. 


with Ms ii for Roope 


Most complete line of safes and insulated products 


Have successfully applied indus- 
trial engineering techniques to sales- 
supporting activities of the country’s 
major retail organizations. 
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SPACEFINDERS PAY FOR THEMSELVES 

























SAVE TIME 


Clerks file faster with Space- 
finders, save initial cost yearly. 
These proven savings result 
from unmatched visibility and 
accessibility. 


SAVE SPACE 


Each Spacefinder gives you 204 
visible, accessible, filing inches 
—holds a stack of papers 17 
feet high! 


SAVE MONEY 


Handsome Spacefinders cost 
less because fewer units do the 
job. You save rent, filing more 
in less space. 


DO A BETTER JOB 


Because Spacefinders provide 
the speed, convenience and 
economy of shelf files with 
dust, dirt, fire protection of 











drawer files. TAB PRODUCTS Co. } 
995 Market St., San Francisco 3 . 

At no obligation, please send Spacefinder brochure gy 
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ing our own telephone promptly. 
A busy man is always annoyed at 
a “dead” line. He doesn't know 
whether or not his call is receiving 
attention. Perhaps an untrained 
operator is forgetting to “supervise” 
her calls. But more often, the busi- 
nessman neglects to answer his tel- 
ephone promptly. A regular tele- 
phone survey will spot this kind 
of trouble. A little educational ef- 
fort will help, too. In one survey, 
the telephone company found that 
there was a delay of 30 seconds or 
more on answering 25% of the in- 
coming calls at a typical company. 
You can imagine the wasted time 
and frayed tempers caused by 
such delay. Good telephone man- 
ners require prompt answering of 
your telephone extension. 


Telephone credit cards 

The Bell System has recently 
simplified its handling of credit 
card calls, requiring only the credit 
card number itself with no other 
identifying information. Each mem- 
ber telephone company issues credit 
cards to persons for whom the em- 
ployer assumes payment responsi- 
bility. Such cards are very helpful 
to traveling personnel. They avoid 
questions of reimbursement when 
long distance calls are made on 
customers or vendor's telephones. 

Those who have PBX service 
must occasionally issue an internal 
telephone directory. If you have 
not already done so, try the visible 
panel index system for such direc- 
tories, using the photolithography 
process. By mounting each name 
and number on a small card, then 
accumulating the cards on a panel, 
the directory can be issued more 
often, as re-typing is required only 
for number and name _ changes. 
This substantially decreases costs 
of printing and proofreading. m/m 


Next Month 





TELEGRAM COSTS 


Successful as Lincoln Electric Co. has 
been in reducing telephone costs, it 
has been even more successful in con- 
trolling the expense of telegrams. For 
example, since 1948 it has reduced its 
per message telegram costs by more 
than 40%. The methods used to 
achieve this saving will be described 
by Mr. Griesinger in next month’s issue. 
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Big — Handsome = Responsive — Comfortable! 
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SWIVEL ARM CHAIR 


For Busy Executives 





Here’s deep-down, roomy Royal luxury to 
ease busy days—with styling to complement 
every office. Spacious coil spring seat has hair 
filled padding and ventilated seat pad—it 
stays cool! Thickly padded back and foam 
rubber arm rests top off unmatched comfort. 
All the famous Royal built-in features are 
here — upholstery of beautiful Royalpoint, 
Super-Tuftex, or a combination of both, in 
popular decorator colors; strong die-cast steel 
base with durable Plastelle enamel finish and : 
scuff guards in harmonizing tones; silent soft- Ss | “ as ee a 
rubber ball bearing casters. Roominess, looks, | 
comfort, quality—it adds up to real value! 
























































Model 1242 
Executive 


Swivel Arm Chair = 
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THIS BEAUTIFUL MATCHING ARM CHAIR 
ADDS THE CROWNING TOUCH! 





Model 942 Arm Chair incorporates the same quality construc- 
tion features as Model 1242 Swivel Arm Chair. A compliment 
to visitors ... ideal for your office, conference room or recep- 
tion room. Welded square tubular steel frame; non-marring 
floor glides; choice of upholstery and finish in matching Swivel 
Arm Chair colors. 
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Fogel METAL FURNITURE : ¢ Kiel > 175 N. Michigan Ave., Chicago 1, Illinois, Dept. 4-1 + 
2 (In Canada: Royal Metal Mfg. Co. Ltd., Galt, Ont.) § 
EXECUTIVE OFFICE EMPLOYEE REST AREA ° 
J Please send literature on Model 1242 Executive Swivel Arm Chair and . 
CONFERENCE ROOM CAFETERIA ® Model 942 Arm Chair, also free Royal Office Furniture Booklet. > 
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do without our ; 
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. . . says Miss Rosemary Costello, tabulating operator for 
Charles Miller, Vice President of Commercial Travelers 
Mutual Accident Association, Utica, New York. Commer- 
cial’s tab department once averaged 11 jams per day. With 
the Carditioner, they don’t have one jam a month—and yet 
process over a million punch card premium notices per year. 


The Carditioner has been tried and tested in hundreds of 
installations and is guaranteed to eliminate 75% of jams and 
extra labor caused by mutilated punch cards. It sorts and 
reconditions 275 cards per minute, rejecting those with staples, 
tape or folded corners into a separate hopper. A special 
optional Carditioner model also rejects cards that are short, 
narrow, or notched. All cards not so rejected are then “‘ironed’”’ 
into condition for normal machine processing. 


Here are typical savings of time and labor reported by other 
users—‘“‘. . . one Carditioner used for 10 minutes a day saved 
3% hours key punching daily and reduced jams to 1% of 
former frequency.” ‘“We expected the Carditioner to pay for 
itself in three years, but it returned its cost in less than one.”’ 
“The Carditioner made it possible, for the first time, to 
reconcile our payroll mechanically without reproducing work 
cards from the checks.” 


Many firms have been able to put time cards, work tickets, 
proxies, and similar items back on punch cards after a Cardi- 
tioner was installed where previous trials of the same applica- 
tions had proved impractical because of excessive mutilation. 









CUMMINS-CHICAGO CORPORATION 
4740 North Ravenswood Avenue, Chicago 40, Illinois 
SALES AND SERVICE IN ALL PRINCIPAL CITIES 
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How fringes build output 


(Continued from page 29) 


came out one day to find out why 
they had never gotten a complaint 
from any of our employees— 
thought we kept them chained up 
at night, I suppose. Well, they 
started digging and finally jumped 
on our optional guaranteed annual 
wage—they decided we _ were 
gouging our people. ; 

At that time we had no Credit 
Union and our hourly workers 
sometimes were unable to borrow 
small sums of emergency money 
because they couldn’t give a bank 
or a loan company an exact state- 
ment of their future weekly or 
monthly earnings. Now, to me that 
is a very unfortunate thing. An 
executive or a salaried employee 
can borrow from a bank on the 
basis of known future earnings. 
But an hourly person isn’t always 
in that position. So what we did 
was to set up drawing accounts 
wherein an hourly worker could, 
if he chose, receive a_ specified 
weekly wage regardless of whether 
he actually earned that specific 
amount that week or not. That 
part was fine with the Wage and 
Hour people but they had to be 
convinced that we were paying 
our people the wages they earned 
over and above their drawing ac- 
counts. Of course, we were—in a 
lump sum at the end of the year. 
But we've now changed that so an 
employee can draw his excess 
earnings anytime he wants to. 

About two-thirds of our hourly 
people are working under this op- 
tional guaranteed annual wage 
plan now, and nearly all are 
still taking their excess earnings in 
a lump sum at the end of the year. 
This seems to work out nicely— 
takes care of Christmas bills. 


EMPLOYEES GET 22% RETURN 
ON INVESTMENT 


Q. Speaking of investments, what 
are the mechanics of the program 
you mentioned wherein your em- 
ployees get a 16% to 22% return 
on their investment without risk of 
capital? 


A. We've worked out an extra div- 
idend arrangement for members of 
our Credit Union. Under the law it 
can pay only a 6% dividend, but 
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reduce the 
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our many 
warehousing 
operations." 


there’s nothing in the law that says 
extra returns can't be paid for 
extra operations. 

Some food and trucking com- 
panies maintain branch offices in 
our building and their employees 
—as well as our own—use the 
lunch and snack bar concession run 
by our Credit Union. This earns a 
handsome profit, which goes to- 
ward those extra dividends. Addi- 
tional profit comes from our 500- 
space parking lot. The Dallas Spor- 
tatorium happens to be across the 
street from us and the Credit 
Union operates our parking area at 
night as a public parking lot at 35¢ 
a car. 


Q. Are most of your employees 
members of the Credit Union? 


A. Yes, it’s too good a deal to miss. 


SCHOLARSHIPS FOR EMPLOY- 
EES’ CHILDREN 


Q. You mentioned a scholarship 
program for children of employees. 
How does that plan work? 


A. It’s just begun to function re- 
cently, although we announced it 
several years ago. We are a reason- 
ably young company and most of 


our employees are young. Their 
children are just now beginning to 
graduate from high school. Our 
proposition is this: if an employee’s 
son or daughter graduates from 
high school in the top 15% of his 
class, the company will pay $1,000 
toward his tuition and expenses for 
the first year at any college in the 
country. If he makes a “C” average 
the first year, we'll do the same for 
his sophomore year, and so on un- 
til he graduates. Some of our em- 
ployees have pretty big families; 
we'll probably have 20 or 30 schol- 
arships in effect within the next 10 
years. 


Q. Are there any other major as- 
pects of your employee benefits 
program? 


A. No, that about covers it. Of 
course, we have the usual partici- 
pating life insurance program and 
cash awards for the best sugges- 
tions to improve operations and 
service. 


Q. How about a pension plan? 


A. That’s something we haven't 
gotten around to yet. Very few of 
our people are near retirement 
age. We have just one retired man 
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who came to us through a merger. 
He draws maximum Social Secur- 
ity payments and, as a gesture of 
future policy, our company pays 
him a pension of $100 a month. 
That’s the practical maximum un- 
der present Social Security rules. 


MEASURING THE RETURN 


Q. Now, Mr. Alford, these benefits 
you have described undoubtedly 
cost your company a= sizable 
amount of money—and they'll 
probably cost a lot more in the 
future. By most standards, your 
company is not particularly large. 
For example, even though you're 
the world’s biggest refrigerated 
warehouse, you have only 180 em- 
ployees. Yet the kind of benefits 
you offer your people are those 
usually thought of as possible only 
for very big businesses. You said 
that the investment you make in 
these benefits actually contributes 
to your profit. Would you explain 
just how the payoff comes about? 


A. Well, in the first place, it’s my 
company and part of the return 
comes to me personally. Why? Be- 
cause there’s less wear and tear in 
getting maximum effort and effi- 
ciency from a happy organization 
than from an unhappy one. 

But to bring it down to a basis 
of dollars and cents, the most ob- 
vious return is from our low rate of 
turnover. Not counting women 
employees who leave to have ba- 
bies, only 10 of our people have 
quit or been fired in the past two 
years. We think that’s a pretty 
good record, especially in view of 
the fact that 130 of our 180 people 
are dock and warehouse workers. 
Our turnover averages out to about 
3% a year. One of our fairly large 
competitors has a turnover rate of 
about 18%. If you figure the aver- 
age cost of hiring and training a 
man at $1,000, we probably save 
$25,000 to $30,000 a year in new 
employee expenses. 

But that’s only a small fraction 
of the company’s actual return on 
the employee benefit program. 


Q. What accounts for the rest of 
this return? 


A. It comes from increased efficien- 
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"When better 
follow better 
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cy due to lengthy job experience 
and positive attitudes toward the 
job. Experience is extremely im- 
portant with us, particularly among 
our supervisory personnel. Our two 
adjoining warehouses here in Dal- 
las are each 1,750 feet long and 
250 feet wide. They contain hun- 
dreds of different storage areas. 
And there are a number of differ- 
ent operations to be reckoned with 
—cooling, freezing, processing and 
so on. A good warehouseman has 
to be familiar with almost every 
phase of the operation and with 
every storage area. Our key men 
know every inch of these ware- 
houses. They ought to—they built 
them. 


Q. Your supervisors built your 
warehouses? 


A. That’s right. They supervised 
and directed every bit of the con- 
struction. You see, these ware- 
houses are built according to my 
own ideas of refrigeration, insula- 
tion and materials handling. When 
I called in warehouse contractors 
back in 1946 they told me my 
designs wouldn’t work, that my 
proposed construction methods 
wouldn't hold up and that to do 
the job right would cost $8 million 
instead of the $4 million that was 
available to me. 

Well, I fired the contractors. My 
architect, M. C. Kleuser, and our 
vice president in charge of engi- 
neering, Elliott Hallowell, helped 
me figure out construction methods 
that would allow us to use inex- 
perienced construction workers. 
Then we went to the Texas Em- 
ployment Commission and put in 
an order for foremen—preferably 


output doesn't 
morale, 
TAGs oi 






it's 


ex-servicemen who had been ser- 
geants or company grade officers. 


They handled the construction 
and—well—the buildings are still 
here and maintenance has been 
very low. Many of those men 
who bossed construction of the 
buildings are working as foremen 
and superintendents with us now. 
Their efficiency, knowledge and 
experience are among our greatest 
assets. Naturally, such key people 
draw considerably more pay than 
they would in similar jobs with 
other companies. 


Q. You mentioned that your bene- 
fits program helps to improve the 
attitude of your people. Do you 
mean you get greater efficiency 
from higher morale? 


A. Exactly. 


Q. Well, you know there have been 
some studies that show that in- 
creased efficiency doesn’t necessar- 
ily go hand-in-hand with improved 
morale. 


A. I’m aware of those studies but I 
can't help feeling that when better 
output doesn't follow better morale 
it’s the fault of management—due 
either to lack of planning and 
analysis, or lack of leadership. 
However, by attitude I’m_talk- 
ing about something considerably 
more than morale alone. I mean a 
man being on the job under the 
kind of personal adjustment condi- 
tions that permits him to do his 
best work. 

Now you take the average mar- 
ried employee. He’s not like a cor- 
porate executive with a _ super- 
drive for success that doesn’t even 
permit him time to get acquainted 
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Office in Indiana Building, Indianapolis, Indiana, showing ceiling in- 
stallation of Acousti-Celotex Perforated Mineral Fiber Tile on the 
Structural Acousti-Line* Suspension System. Architect: D. A. Bohlen & 
Son. Acousti-Celotex Contractor: Hugh J. Baker & Company. 





When Noise Goes Out, Efficiency Goes Up! 


In today’s modern offices, operating managers by the 
hundreds are finding an effective answer to the prob- 
lems of excessive personnel turnover, absenteeism, 
and errors: Acousti-Celotex Sound Conditioning! A 
sound-absorbing ceiling of Acousti-Celotex Tile 
arrests din of office machines and traffic, provides an 


atmosphere of quiet comfort. Employee efficiency and 
morale rise . .. and management benefits in increased 
productivity—a more profitable operation. Mail 
Coupon Today for a free analysis of your office noise 
problem, plus free informative booklet, “Sound Con- 
ditioning for Office Workers.” 


"REG. U.S. PAT. OFF. 








Products to Meet Every Sound Conditioning Problem . . . Every Building Code—The Celotex Corporation, 
120 S. LaSalle St., Chicago 3, Illinois © In Canada: Dominion Sound Equipments, Ltd., Montreal, Quebec 








MAIL NOW! 
The Celotex Corporation, Dept. MM-87 
120 South La Salle Street, Chicago 3, Illinois 


booklet, ‘Sound Conditioning for Office Workers.”’ 
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Without cost or obligation, please send me the Acousti- 
Celotex Sound Conditioning Survey Chart, and your new 
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with his family. This average guy’s 
whole life centers around his fam- 
ily. He worries about keeping his 
job so he can take care of them. 
He worries about being able to 
buy the best medical care if there 
is serious illness. He worries about 
whether he can give his children a 
good chance in life, a college edu- 
cation if they want it. 

These kind of worries build up 
tensions which distract men and 
keep them from working easily and 
achieving their potential capabili- 
ties. We believe that our people 
are relieved—partially through the 
benefits program—of most of the 
major worries that cause tension. 
They work more relaxed. Natu- 
rally their efficiency is going to be 
greater than that of the average 
employee in most companies. 


Q. Have you any before-and-after 
figures to support this point? 


A. I don’t have any “horrible ex- 
ample” figures for you because even 
in our early days we tried to avoid 
bad conditions. But I can cite some 
figures for you. I’ve already men- 
tioned our 3% turnover rate, by 
far the lowest in any major Ameri- 
can warehouse company. Our ab- 
senteeism rate is substantially un- 
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"Our output rate per manhour for our entire operation 


is three times the industry average." 


der the industry average. Our pil- 
ferage rate is negligible—none’s 
been reported during the past 
year. Our breakage and damage 
record is also very strong. In one of 
our smaller warehouses we han- 
dled more than 60 million pounds 
of food in 12 months with a loss of 
less than $1,000. Our accident rate 
is another indication of the ad- 
vantage of men working under 
minimum tension—in the past year 
we have not had a single serious 
accident. 


WORKER OUTPUT IS THREE 
TIMES INDUSTRY AVERAGE 


Q. What about the production rate 
of your workers? Have you any 
figures that show your comparison 
with the rest of your industry? 


A. Yes. According to the best in- 
formation we have been able to 
obtain, our man-tonnage rate per 
hour for our entire operation is 
three times the industry average. 

A number of warehousing firms 
have begun to mechanize their 
materials handling methods the 
way weve done. But as far as we 
can determine, even these com- 
panies have only about one-half or 
two-thirds our man-tonnage per 
hour. 

I sincerely believe a big part of 
our answer must be our benefits 
program—and the general attitude 
we try to direct toward our people. 
If machines and methods are com- 
parable, any decided advantage 
must lie in the knowledge, skill 
and attitudes of the men who oper- 
ate the machines. 


Q. Do you think a program of em- 
ployee benefits that is as liberal 
and generous as yours would work 
equally well for companies in other 


fields? 


A. In general, I'd say yes. Even in 
routine assembly-line production, 
proper leadership and proper atti- 
tudes among employees can bring 
great increases in production with 
no strain on the workers. 

Of course, a personal relation- 
ship between top management 
and individual workers like the one 
we've been able to build isn’t al- 
ways possible in big plants that 


employ thousands of workers. And 
that personal relationship makes a 
big difference. I consider it part of 
my job to personally listen to work- 
ers who have complaints or need 
assistance. For example, one of our 
Mexican dockhands was in trouble 
not long ago and he came in to tell 
me about it. He was in alimony 
trouble because he hadn’t fully un- 
derstood the judge’s instructions at 
the divorce hearing. I phoned the 
judge, made an appointment and 
drove the boy over to the court. 
We got things settled to everyone’s 
satisfaction in a few minutes. That 
boy and his friends think this is a 
good place to work—and they 
don't mind putting in a good day’s 
work, 

Even in large plants, however, 
the management attitude is going 
to trickle down. If the top man 
treats his department heads with 
consideration, the foremen will al- 
most automatically handle their 
men the same way. And that’s the 
main thing the worker wants. Give 
him a square deal and he'll give 
you one in return. m/m 
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ECONOMICAL PURCHASING 


Now, the production-purchasing man has his own 
guide to mathematical jnventory control — written by 
an author who talks h uage. This is the first and 
only book on the subject designed for the man who 
must do the job him It is not a text book — nor 
is it a Geremen study. Instead, it t plunaes directly 
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SCIENTIFIC 
INVENTORY 
CONTROL 


by W. EVERT WELCH, Director 
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168 pages, 81 x 11, illustrated, $12.50 


This book shows how modern business mathematics 
can give you the answers to “how much to buy” and 
“when."’ But you don't have to be a mathematician 
to read and use it. 86 easy-to-understand tables and 
figures lead you by the hand through proved-in-use 
formulas that are now being used to control inventory 
in dozens of well-managed firms. 
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16. How to make use of scientific principles in a typical 
application to a simple inventory. 
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THE TUNER DivisiON of Sarkes Tarzian, Inc. is housed in this 


modern building. 


are manufactured by Sarkes Tarzian, Inc. 


A VARIETY OF HIGH-QUALITY PRODUCTS for the television industry 





“Our lalional System 
saves us*31,600 a year... 


|” 


“The television industry has grown 
tremendously in a relatively short 
period of time. To provide an ac- 
counting set-up flexible enough to 
absorb this expansion, we installed a 
National System,’’ writes C. F. 
Clapham, controller of Sarkes 
Tarzian, Ine. “Our Nationals have 
done the job—and saved thousands 
of dollars for us in the process! 
“The accounting department at 
Sarkes Tarzian uses Nationals to do 
a variety of jobs. Among the most 
important of these is broadcast ac- 
counting which our National System 
handles with speed and accuracy. We 
also use Nationals for accounts pay- 





pays for itself every 11 months 





able, general ledger and payroll. Our 
National Accounting Machines per- 
form these jobs efficiently and eco- 
nomically, greatly reducing the 
amount of time and effort ordinarily 
required for them. And because our 
Nationals are so easy to operate, they 
make it easier for us to train new 
personnel, too. 

“‘By increasing the efficiency of our 
operation, our National System saves 
us at least $31,600 a year, pays for 
itself every 11 months!” 


—C. F. Clapham, 


controller of Sarkes Tarzian, Inc. 


THE NATIONAL CASH REGISTER COMPANY, Dayton 9, Ohio 


989 OFFICES IN 94 COUNTRIES 


(Circle number 808 for more information) 










THIS NATIONAL CLASS “31” handles even the most complex accounting jobs 
with maximum efficiency and speed, 


—Sarkes Tarzian, Inc. 
Bloomington, Indiana 


Your business, too, can profit from the 
greater economy made possible by a Na- 
tional System. Nationals pay for themselves 
quickly through the savings they make for 
you, then return a handsome yearly profit. 
For complete information, call your nearby 
National representative today. 


You'll find him listed in the 
yellow pages of your phone book. : iy? 



















THREE TYPICAL WAYS IBM 
FIGURES IN THE FOOD BUSINESS 


Wholesaler...While quadrupling his business, 
an Eastern food wholesaler actually decreased 
his operating costs by using IBM machines for 
billing, inventory and other accounting jobs. 


Manufacturer... Using an IBM computer for op- 
erations research, one major company has 
effected transportation and storage savings of 
half-a-million dollars a year on a single food 
product. 


Meat Packer... A small meat packer keeps his 
prices in line by using IBM equipment for fast, 
accurate cost analyses. Tuesday morning he 
knows the complete cost of each item processed 
in his plant the week before—figures that took 
weeks to obtain by former methods. 












ever see 


in your 
market basket ? 


Every time you shop, you reap the harvest of a 42-billion-dollar 
food industry miracle—without equal in the world! 


To bring you fine foods at lowest possible prices, this 

vital industry trims the high costs of complex accounting and 
distribution operations with IBM punched card 

and electronic systems. 


From crop planning to your table... from shipping to 

grocery shelf...the principle of rapid turnover and low profit 
margins is made workable with the aid of IBM data processing. 
This principle saves your food dollars...adds new worlds 

of variety to your family diet. 


Yes, every day, in uncounted ways, IBM business systems 
quietly add to the pleasure of daily living—the effectiveness 
and profit of business. 
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